
Invoices
…is it late?



The University prescribes to the Prompt Payment Act for 
determining when payment is due:

"Payment date" means either
 the date on which payment is due under the terms of 

a contract for provision of goods or services or 
 if such date has not been established by contract, 

 (a) 30 days after receipt of a proper invoice by the 
state agency or its agent, or 

 (b) 30 days after receipt of the goods or services by the 
state agency, 

whichever is later.



Invoice from Supplier

Email with Invoice to 
Buyer from 
Procurement

Original email from
Supplier to
Procurement with
invoice attached

Goods Received Dates



• January 27, 2025Invoice Emailed from 
Vendor to Procurement

• January 26, 2025Invoice Date
(date on invoice)

• February 25, 2025Due Date 
(date on invoice)

• February 3, 2025Goods Received 
(Shipment 1)

• February 11, 2025Goods Received 
(Shipment 2)

• February 13, 2025Invoice Emailed from 
Procurement to You

• February 14, 2025Goods Received 
(Final Shipment)

The invoice 
is due 30 
days 
from…?

March 16, 
2025



Late Payment Request Form

01/26/2025

02/14/2025

03/16/2025

If the invoice was not paid by March 16, 2025, you would need to get DOA approval prior to 
making a payment as the invoice is considered past due. Fill out the Late Payment Request 
form on the Procurement website for the Program Admins to facilitate this approval. 

Paying a past due 
invoice without DOA 
approval prior to 
payment will result in 
an automatic 30 day 
suspension of your 
SPCC.

https://adminfinance.umw.edu/procurement/small-purchase-credit-card/late-payment-request/


Resources:

• Prompt Payment Deadlines/Due Dates: 
https://adminfinance.umw.edu/ap/direct-
paycheck-requests/prompt-pay-due-dates/

• Late Payment Request Form: 
https://adminfinance.umw.edu/procurement/sm
all-purchase-credit-card/late-payment-request/

https://adminfinance.umw.edu/ap/direct-paycheck-requests/prompt-pay-due-dates/
https://adminfinance.umw.edu/procurement/small-purchase-credit-card/late-payment-request/
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