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PROCEDURE FOR STATE BILLING
1. Prepare the bill in the indicated format and according to the agencies stipulations, adjusting the balances according to the previous bill.
2. Print the Account Transaction Register and identify those that correspond to expenses realized during the billing period.
3. Print the Available Funds Report to reconcile with the transaction register.
4. Look for the documents that provide evidence of these expenses, that is payroll, economic aid, vouchers, bills, attendance sheets (for activities that apply), and other original documents the agency demands.
a. The cost are analyzed on the system for those who do not have evidence.
b. These expenses are followed up to complete the cycle the system and expenses can be documented. 
5. We verify those transactions that may be in transit and are not reflected in the system so they may be included. Ex.: American Express.
6. All the evidence is detailed and Itemized Sheet that goes together with the bill.. 
7. The Bill is completed according to the expenses in evidence.
8. It is registered and get the number of the bill from the State Billing data base. 
9. It is printed on official paper and signed by the corresponding persons. 
10. Once it has all the signatures two copies are made of all the documents, for the agency (this includes the original bill) and another for the account file. One copy, of only the bill, also goes in the State Billing file. 
11. They are sent by electronic mail to the Agency, if required, to the professor, if you have the contact information, and by postal service.
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