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College of Media Request for Purchase or Service Funding
Advanced approval is required prior
to making any IT related purchase, any purchase of an individual item over $2,500, or securing any service. 
No reimbursements or payments involving university funding can be made without a completed request on file. 
* Attach addition information as needed*
All services must be paid for with POs and/or contracts, which are to be issued to vendors before they begin their work (in order for their work to be conforming with UI Purchasing rules and state laws). 
A vendor quote or memo of understanding must be provided for the business office to send to the Purchasing office for a contract to be signed and/or PO issued.  If available, a vendor's terms and conditions or similar documentation must be provided as well.  
Examples of campus stores would include lllini Union Bookstore, Tech Zone, WebStore, etc.  Do NOT pay them personally, then turn that in for reimbursement - give them your C-FOP # instead, so they'll charge you through Banner.   Examples of a campus service unit would include Facilities and Services (F & S), Illini Union Documents Services (for printing), Technology Services, etc.  Just like above, give them your C-FOP # - they're charge for their service through Banner.
Always contact Media IT or IL Public Media IT when purchasing computers, PC peripherals, or other technology items or services - they can make the purchase for you (determining the best way), help find competitive pricing, handle UI tech guidelines and etc.
P-Cards can be used here for purchasing physical items, paying subscriptions, memberships, conference registrations, etc.
    
T-Cards can be used here for business meals, catering DROP-OFFS, etc.  If you need to pay for lodging, airfare, bus or train tickets, etc., STOP - submit that on a "Media RFF for Travel" form instead.
 
Neither P-Cards OR T-Cards can be used to pay for ANY kind of service (ex: bartenders, caterers staying to SERVE food, manuscript editing, etc.).  ALL services MUST be pay for with POs and/or contracts, which are to be issued to vendors BEFORE they begin their work (in order for their work to be conforming with UI rules at Purchasing Division AND state laws).
Do NOT use this RFF form for reimbursement of ANY travel expenses - those are to be submitted on a "Media RFF for Travel" form instead.
    
Always favor having office staff pay for anything possible for you – they can charge directly to an account, so you don't have to wait for a reimbursement (ex: lodging, airfare, registrations, memberships, books, software, etc.).  NEVER assume anything and everything is reimburseable (ex.: human subject payments) - ask the Business Office or your office staff for advice.
 
UI is tax exempt - this applies to your business expenses as well.  Get a copy of UI’s tax letter from the Business Office to present to vendors if you need one.
Are you an IL Public Media Employee
Funding/Reimbursement Authorization
Department Manager
IPM Executive Director
College of Media Business Office
    Sign and save the form. Then forward your RFF to your Department Manager, Exec. Director and the College of Media Business Office (media-business@illinois.edu) for their signatures.  Digital signatures and dates can be used.  Do not route your RFF for signatures through Adobe Sign - if you do, we won't be able to sign it once it arrives at the Media Business email address. You will receive a copy when all four signature lines are signed. 
If your expenses are going to be processed in Chrome River, attach a copy of your fully signed RFF to your Chrome River Report.
Funding/Reimbursement Authorization
Department/Unit Head
Dean of College/Dean's Designee
    Sign and save the form. Then forward your RFF to your Department/Unit Head and the College of Media Business Office (media-business@illinois.edu) for their signatures.  Digital signatures and dates can be used.  Do not route your RFF for signatures through Adobe Sign - if you do, we won't be able to sign it once it arrives at the Media Business email address. You will receive a copy when all three signature lines are signed. 
If your expenses are going to be processed in Chrome River, attach a copy of your fully signed RFF to your Chrome River Report.
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