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Creating a Membership Payment Request Form 

Procedure 

 
Scenario: 
In this topic, you will learn the steps to create a membership payment request form. 

 

Memberships are also allowed on the Purchasing Card (still require Membership Justification and 

Vendor Certification). See P-Card Website (http://purchasing.fsu.edu/Purchasing-Card-

Information) for more information.  

 

Key Information: 
Payables Forms (http://controller.vpfa.fsu.edu/Controller-Forms#PDForm) 

Vendor Certification List (http://controller.vpfa.fsu.edu/content/download/80442/862210/) 

 

Estimated Length: 3 Minutes 

 

 
 

Step Action 

1. Navigate to the Controller's Website http://controller.vpfa.fsu.edu 

(http://controller.vpfa.fsu.edu/) 

 

http://purchasing.fsu.edu/Purchasing-Card-Information
http://purchasing.fsu.edu/Purchasing-Card-Information
http://controller.vpfa.fsu.edu/Controller-Forms#PDForm
http://controller.vpfa.fsu.edu/content/download/80442/862210/
http://controller.vpfa.fsu.edu/
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Step Action 

2. Click the Forms link. 
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Step Action 

3. Click the Payables & Disbursements link. 

 

 

 
 

Step Action 

4. Click the Payment Request link. 
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Step Action 

5. Click the Open button. 
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Step Action 

6. Complete all necessary fields on the Payment Request Form 

(http://controller.vpfa.fsu.edu/content/download/3532/26187/). 

 

In addition to the invoice, memberships require a Membership Justification Form 

(http://controller.vpfa.fsu.edu/content/download/3533/26190/) to be attached. 

 

You must also ensure that the vendor has completed a Certification of Payment with 

Public Funds (http://controller.vpfa.fsu.edu/content/download/3528/26174/) and that 

it is on file with Accounts Payable.                                           

 

 
 

Step Action 

7. Membership Account Codes should be one of the following: 

 

- Institutional 741923 

- Individual 741924 

 

See Expense Account Lists (http://controller.vpfa.fsu.edu/Expense-Account-Lists) 

for more details. 

 

http://controller.vpfa.fsu.edu/content/download/3532/26187/
http://controller.vpfa.fsu.edu/content/download/3533/26190/
http://controller.vpfa.fsu.edu/content/download/3528/26174/
http://controller.vpfa.fsu.edu/Expense-Account-Lists
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Step Action 

8. Return to the Controller's Website. 
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Step Action 

9. Click the University Membership Justification link. 

 

 

 
 

Step Action 

10. Click the Open button. 
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Step Action 

11. Complete the Membership Justification Form which is required for all membership 

purchases. 

 

This form is attached to the Payment Request Form.  
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Step Action 

12. Return to the Controller's Website. 

 

 

 
 

Step Action 

13. Click the Certification of Payment with Public Funds link. 
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Step Action 

14. Click the Open button. 
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Step Action 

15. The Certification of Payment with Public Funds must be completed by the vendor 

you are purchasing a membership from. 

 

The Certification is valid for 5 years so you must verify that the vendor already has 

completed this form and it is on file with Accounts Payable.  

 

If the vendor is not on the Vendor Certification List 

(http://controller.vpfa.fsu.edu/content/download/80442/862210/), they must 

complete this form and send directly to Accounts Payable.  

 

 
 

Step Action 

16. Return to the Controller's Website. 

 

 

http://controller.vpfa.fsu.edu/content/download/80442/862210/
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Step Action 

17. Click the scrollbar to scroll up. 
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Step Action 

18. Click the Payables & Disbursement Services link. 

 

 

 
 

Step Action 

19. Click the scrollbar to scroll down. 
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Step Action 

20. Click the Vendor Certification List link. 
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Step Action 

21. Click the Open button. 

 

 

 
 

Step Action 

22. Verify the vendor is on the Certification List.  

 

If they are not listed, they must complete a Certification of Payment with Public 

Funds (http://controller.vpfa.fsu.edu/content/download/3528/26174/) and submit to 

Accounts Payable. 

 

http://controller.vpfa.fsu.edu/content/download/3528/26174/
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Step Action 

23. You should have the following before processing payment for a membership: 

 

- Completed Payment Request Form 

 

- Completed Membership Justification Form 

 

- Verified the vendor on the Vendor Certification List 
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Step Action 

24. Congratulations! 
You have completed the topic. 

End of Procedure. 

 

 


