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Special Payment and 
Payment Exception Requests
What to Do When Payments 
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Please……

 Turn off cell phones
 Avoid side conversations
 Sign the attendance roster
 Complete the evaluation at the end of the 

workshop
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Objectives

 Define special payments
 Explain Purchase Order special payment 

process
 Explain Direct Pay/TEM special payment 

process
 Define exceptions
 Explain exception process
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Special Payment Requests

 Information can be found on the OBFS 
site
 OBFS Home>Payments to Vendors and 

Students>Special Payment Requests
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Special Payments – PO’s
 Prepayment or down payment on PO’s
 Must be indicated on PO

 Provided paperwork must be sent with the check
 Pick up checks
 Summary payments (back up stored in unit)
 Establish recurring payments
 Request wire transfer or foreign draft
 Not to be used as a daily payment process
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PO Pay Today’s - Expedited 
Processing
 PO payments should hold to payment term 

established on the PO
 Emergency situations where payment is 

needed as soon as possible
 Same day payment not guaranteed
 Cannot be requested via the special 

payment form
 Contact University Payables Customer 

Service (obfsupay@uillinois.edu)
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Special Payments – PO’s

 Invoice
 Other documentation (if required)
 Purchase Order/Encumbrance Special 

Payment Request Form (available on 
OBFS site)
 Submit to obfsupay@uillinois.edu
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Special Payments – PO’s 

 For check pick up, a business reason 
must be provided.  Check pick up cannot 
be used as part of regular business 
processes.
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Recurring Payments

 Defined period of time
 Same date
 Same amount
 Same cFOAP
 Set up by fiscal year
 Example: set up for 01/01/16-12/31/16 

requires 2 forms, one for FY16 and one for 
FY17

4/5/2016OFFICE OF BUSINESS AND FINANCIAL SERVICES – UNIVERSITY PAYABLES 10



Electronic Fund Transfers /
Foreign Draft Payments
 Require:

 Purchase Order/Encumbrance Special Payment Request Form, 
Electronic Fund Transfer Form and Invoice

 Used to:
 Send payment via EFT in US or foreign currency

 Not to domestic banks
 Send check payment in a foreign currency

 Typical uses:
 Invoices requiring payment in a foreign currency
 Seminar/conference registrations in a foreign country
 Study Abroad Program support
 University-related travel
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Foreign Draft

 Mailed by requesting department 
 Typically require 5 business days to 

initiate, process and provide to unit
 Stop pay verification and replacement can 

take 3 weeks at minimum – usually longer
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Special Payments - TEM
 Expedited Payment Request job aid 

available on the TEM resource page
 Emergency situations where payment is 

needed as soon as possible
 Same day payment is not guaranteed
 Payables will make the final determination
 Begin report title with EPR
 Select pick up location, if business purpose 

requires it
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Special Payments – TEM
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Exceptions

 May be approved when necessary
 Special circumstances
 In best interests of the University and the 

State of Illinois
 Apply to all funding sources
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Current Process

 Email with ‘Exception Request’ in the 
subject line to obfsupay@uillinois.edu
 Include detailed explanation and 

supporting documentation
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Delays
 Inundated with volume of exception requests
 Submitted to Payables in a multitude of ways
 Obfsupay@uillinois.edu email
 Individuals’ emails
 Telephone

 Changes in airline industry
 They have implemented many new fees/charges and 

it’s difficult for Payables to interpret and delineate 
between required and discretionary charges
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How to Avoid Need for Exception

 Staff training
 Many exceptions requested because end 

user was not aware of policy/procedure
 Get Payables involved before expense is 

incurred
 Prior planning can prevent reimbursement 

delays on back end
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Frequent Exceptions

 Personal funds used for human subject 
payments/gift card purchases
 Program advance should be used

 Bundled travel
 Need separate amounts to provide proper 

reporting to other entities
 Third party payments
 Make proper tax reporting difficult at best
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Current Process

 Exceptions should be emailed to 
obfsupay@uillinois.edu
 Entered into Unicenter
 Difficult to manage volume
 Current mechanism not conducive to efficient 

tracking/working of requests
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Upcoming New Process

 Sharepoint site
 Allow better visibility and tracking in 

Payables
 Prompt users to supply required info to 

streamline review process
 Require additional approvals in unit
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Steps

 Enter info into sharepoint
 Form generated
 Print and obtain signatures
 Scan, attach documentation and return to 

Payables
 Exception request evaluated after form 

attached and submitted

4/5/2016OFFICE OF BUSINESS AND FINANCIAL SERVICES – UNIVERSITY PAYABLES 22



4/5/2016OFFICE OF BUSINESS AND FINANCIAL SERVICES – UNIVERSITY PAYABLES 23



4/5/2016OFFICE OF BUSINESS AND FINANCIAL SERVICES – UNIVERSITY PAYABLES 24



4/5/2016OFFICE OF BUSINESS AND FINANCIAL SERVICES – UNIVERSITY PAYABLES 25



4/5/2016OFFICE OF BUSINESS AND FINANCIAL SERVICES – UNIVERSITY PAYABLES 26



4/5/2016OFFICE OF BUSINESS AND FINANCIAL SERVICES – UNIVERSITY PAYABLES 27



4/5/2016OFFICE OF BUSINESS AND FINANCIAL SERVICES – UNIVERSITY PAYABLES 28



4/5/2016OFFICE OF BUSINESS AND FINANCIAL SERVICES – UNIVERSITY PAYABLES 29



4/5/2016OFFICE OF BUSINESS AND FINANCIAL SERVICES – UNIVERSITY PAYABLES 30



Review Objectives

 Define special payments
 Explain Purchase Order special payment 

process
 Explain Direct Pay/TEM special payment 

process
 Define exceptions
 Explain exception process
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