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Recurring Payable Addendum
Recurring Payable (optional): A recurring payable may be created for long term agreements where the monthly payment amount does not vary.  This will eliminate the creation of monthly payment requests and also ensure timely payment.  Attach to fully completed payment request and forward to SDSURF Sponsored Research Administration, MC 1934.

Payee’s Name:

A recurring payable is established for payment of the following:
· Property Lease

· Vehicle Lease

· Maintenance Agreement

· License Agreement
· Fellowship/Scholarship

· Other:

Please describe the nature of the recurring payable:
Actual Agreement Period From:



To:

What day of the month are payments due? 

Note:  A check will be processed approximately five days prior to the actual due date.
The following worksheet is to be used to designate the actual recurring payables schedule.  This may be different than the agreement dates as stated above due to funding periods, etc.
	Year
	2008
	2009
	2010
	2011
	2012
	2013
	2014

	January
	
	
	
	
	
	
	

	February
	
	
	
	
	
	
	

	March
	
	
	
	
	
	
	

	April
	
	
	
	
	
	
	

	May
	
	
	
	
	
	
	

	June
	
	
	
	
	
	
	

	July
	
	
	
	
	
	
	

	August
	
	
	
	
	
	
	

	September
	
	
	
	
	
	
	

	October
	
	
	
	
	
	
	

	November
	
	
	
	
	
	
	

	December
	
	
	
	
	
	
	


To set up a schedule, enter the year(s) during which the payment will be made.  Place your initials in the first month under the year the payments are to start.  Draw a continuing line until you reach the final payment month, and insert your initials in the final month.
Authorized Signature:








Date:
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