	Musical or Stage Performances

	Title/Vendor
	Description of Service
	Purchasing/Processing Requirements
	Accounts Payable Requirements
	Coding and Miscellaneous

	Community Orchestra Members 

Performing Artists
	Individual(s) involved in the presentation of music, dance, or drama for stage performance
	Enter a Direct Pay (FAAINVE) in Banner.*

Use either the University Performer’s Contract or the Vendor’s Performance Contract and University Addendum.

Contracts must be reviewed and signed by the Purchasing Dept.
	Paper invoice from vendor 

Vendor Registration Application may be required.

Send copy of contract and invoice to AP for each payment.
	Use Account code 71268 and Activity code “Exempt”.

Progress payments are acceptable only if payment terms are included in the contract.  



	Music Director or Composer

Choreographer

Piano Tuner

	Composes, directs or assists in the presentation of music, dance or other talent before or during a stage performance
	If vendor accepts the Purchasing Card, enter order into eVA as a PCO order and complete Purchasing Log.

If vendor does not accept the Purchasing Card, enter order into eVA as a DO and complete Receiving form in Banner when services are complete.
	Paper invoice from vendor containing DO number for contract reference.

Vendor Registration Application may be required.
	Include scope of services and payment requirements in eVA order.  

Progress payments are acceptable only if payment terms are included in the eVA order.  

	Costume Designer

Set Designer

Design Crew

Stage Assistant
	Designs, maintains, repairs or assists in the production or delivery of goods or services to support the performance either before or during the stage event
	If vendor accepts the Purchasing Card, enter order into eVA as a PCO order and complete Purchasing Log.

If vendor does not accept the Purchasing Card, enter order into eVA as a DO and complete Receiving form in Banner when services are complete.
	Paper invoice from vendor containing DO number for contract reference.

Vendor Registration Application may be required.
	Include scope of services and payment requirements in eVA order.  

Progress payments are acceptable only if payment terms are included in the eVA order.  




	Students

	Title/Vendor
	Description of Service
	Purchasing/Processing Requirements
	Accounts Payable Requirements
	Coding and Miscellaneous

	UMW Student Orchestra Member

UMW Student Performer

UMW Student Stage Assistant
	UMW students who deliver a product or perform a service for the orchestra or stage, including performance members, or who are involved in stage set-up before or during a performance
	Contact Financial Aid for information regarding student employment and to begin the student payment process.
	
	

	Student Composition (juried)
	UMW students who compete in musical, theatrical, writing or related competitions for cash prizes
	Enter a Direct Pay (FAAINVE) in Banner.* 
Note: Student employees may receive cash awards without contacting Financial Aid.  
	Invoice for Direct Pay Request form

Vendor Registration Application may be required.
	Use Account code 71412.  Payment is due as stated on FAAINVE.  Please allow 5 days for processing.  Check for distribution may be picked up in the Cashier’s Office.

	Ticket or Entry fees for Student attendance at entertainment-related events
	UMW students (including summer program attendees) who attend stage performances, bowling, rope climbing, sporting events or other activities that provide entertainment value by student participation or attendance.
	Enter a Direct Pay (FAAINVE) in Banner.* 

University Performer’s Contract or the Vendor’s Performance Contract and University Addendum may be required.  Contact the Purchasing Department for assistance.

	Paper invoice from vendor 

Vendor Registration Application may be required.

Send copy of contract and invoice to AP for each payment.
	Progress payments are acceptable only if payment terms are included in the contract.  

Payment is due 30 days from date of service or invoice, whichever is later, unless otherwise stated in contract.

Use Account code 71268 and Activity code “Exempt”.




	Other Performers

	Title/Vendor
	Description of Service
	Purchasing/Processing Requirements
	Accounts Payable Requirements
	Coding and Miscellaneous

	Master Class Instructor

Non-employee Guest Speaker**


	Teaches a class or provides a lecture, speech or discussion for one to two hours on various topics related to theatre, drama or entertainment
	Enter a Direct Pay (FAAINVE) in Banner.* 

No contract required.
	Invoice for Direct Pay Request form

Vendor Registration Application may be required.
	Use Account code 71413. 

Payment is due 30 days from date of service or invoice, whichever is later, unless otherwise stated on the Direct Pay Request form.

	Non-Classroom Speaker

Public Lecturer

(includes agencies hired to provide speakers for a Lecture series such as “Great Lives”)
	Individual performing a lecture which is open to the public and for which payment is expected
	Enter a Direct Pay (FAAINVE) in Banner.*

University Performer’s Contract or the Vendor’s Performance Contract and University Addendum may be required.  Contact the Purchasing Department for assistance.
	Paper invoice from vendor 

Vendor Registration Application may be required.

Send copy of contract and invoice to AP for each payment.
	Use Account code 71268 and Activity code “Exempt”.

Progress payments are acceptable only if payment terms are included in the contract.  

Payment is due 30 days from date of service or invoice, whichever is later, unless otherwise stated in contract.

	Miscellaneous Performance-type Vendors
	Vendors invited to campus for specific entertainment value (i.e. craft fair participants, musical groups)
	Enter a Direct Pay (FAAINVE) in Banner.* 

University Performer’s Contract or the Vendor’s Performance Contract and University Addendum may be required.  Contact the Purchasing Department for assistance.
	Paper invoice from vendor

Vendor Registration Application may be required.

Send copy of contract and invoice to AP for each payment.
	Use Account code 71268 and Activity code “Exempt”.

Progress payments are acceptable only if payment terms are included in the contract.  

Payment is due 30 days from date of service or invoice, whichever is later, unless otherwise stated in contract.




	Performance Support Services

	Title/Vendor
	Description of Service
	Purchasing/Processing Requirements
	Accounts Payable Requirements
	Coding and Miscellaneous

	Brokers

Talent Agents/Agencies
	Companies or individuals providing services supporting the entertainment such as Finders Fees or Brokers Fees.
	Enter a Direct Pay (FAAINVE) in Banner.*

University Performer’s Contract or the Vendor’s Performance Contract and University Addendum may be required.  Contact the Purchasing Department for assistance.
	Paper invoice from vendor 

Vendor Registration Application may be required.

Send copy of contract and invoice to AP for each payment.
	Use Account code 71268 and Activity code “Exempt”.

Progress payments are acceptable only if payment terms are included in the contract.  

Payment is due 30 days from date of service or invoice, whichever is later, unless otherwise stated in contract.

	Entertainment Provisions

(includes services such as fireworks displays, carnival set-up and management, “Casino Night” set-up and management, etc.)
	Companies or individuals providing the services supporting the entertainment, not the entertainment itself
	If vendor accepts the Purchasing Card, enter order into eVA as a PCO order and complete Purchasing Log.

If vendor does not accept the Purchasing Card, enter order into eVA as a DO and complete Receiving form in Banner when services are complete.

University Performer’s Contract or the Vendor’s Performance Contract and University Addendum may be required.  Contact the Purchasing Department for assistance.
	Paper invoice from vendor containing DO number for contract reference.

Vendor Registration Application may be required.
	Include scope of services and payment requirements in eVA order.  

Progress payments are acceptable only if payment terms are included in the eVA order.  



