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1. PURPOSE. To establish policy and procedure on the use of one-time vendor records for vendor pay-
ments and refunds of expenditures processed in SAP.

2. SCOPE. This directive applies to all agencies under the Governor’s jurisdiction that use SAP.

3. DEFINITIONS.

a. One-time vendor records. The vendor records used for:

(1) processing payments to vendors with whom the Commonwealth of Pennsylvania conducts busi-
ness infrequently and a permanent vendor master record is not needed;

(2) processing refunds of expenditures where a vendor master record is not established;

(3) processing interfaced payments from non-SAP systems that are not configured to post to vendor
master records.

Examples of infrequent payments include but are not limited to, refunds of revenue where a
refund payment is issued to a customer, refunds of expenditures related to payments where a vendor master
record is not established and the refund is deposited to Treasury, prize payments, payments to individuals of
a nonrecurring nature, etc.

b. Taxpayer Identification Number (TIN). The nine-digit federal identification number assigned to a
business or to an individual by the federal government. The TIN may be a Social Security Number, in the
case of an individual, or it may be an Employer Identification Number for a business, trust, estate, partnership,
corporation or similar entity.

c. Vendor Master Database. A central database containing information necessary for the procurement
and accounts payable functions in SAP.

This directive establishes policy and procedure
over the use of SAP’s one-time vendor func-
tionality.  The directive defines the types of
payments and refunds of expenditure that
should be made, and the processes that should
be followed, when using SAP’s one-time ven-
dor functionality.
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4. POLICY.

a. One-time vendor records shall be used for all payments made to vendors that are paid on a one-time
basis or very infrequently and that are not established in the SAP Vendor Master Database.

b. One-time vendor records shall be used to process interfaced payments from non-SAP systems that
are not configured to post to vendor master records. The Governor’s Office of the Budget, Bureau of
Financial Management shall approve any new interfaces that use one-time vendor records.

c. One-time vendor records shall not be used to process refunds of expenditures related to payments
made to vendors for which a vendor master record exists or to vendors to whom the paying agency reasonably
believes it will make recurring payments. Refunds of expenditures made using one-time vendor records shall
be used for refunds related to payments made using one-time vendor records or payments made outside of
SAP where a vendor master record is not established in SAP.

d. The one-time vendor records shall not be used for payments made to local governments and other
subrecipients as defined by Management Directive 305.21, Payments to Local Governments and Other
Subrecipients.

      (1)  The following vendor numbers shall be used for one-time vendor records:

(a) 599500 – payments or refunds of expenditures that are reportable on IRS form 1099*

(b) 599501 – payments or refunds of expenditures that are not reportable on IRS form1099*

(c) 600000 – payments or refunds of expenditures made by interface from non-SAP systems
that are reportable on IRS form 1099*.

(d) 600001 - payments or refunds of expenditures made by interface from non-SAP systems
that are not reportable on IRS form 1099*

* Refer to Management Directive 315.22, Preparation and Filing of Federal Forms 1099 and
1096.

Note: A valid TIN and vendor name shall be entered when one-time vendor records are used. The
Comptroller’s Office shall ensure supervisory review and approval for one-time vendor payments.

5. RESPONSIBILITIES.

a. Agency.

(1) Ensuring a valid TIN and name is provided on the payment document.

(2) Using the one-time vendor functionality to process payments in accordance with policy.

(3) Requesting approval from the Governor’s Office of the Budget, Bureau of Financial Management
for any new interfaces that use one-time vendor records.

b. Comptroller.

(1)  Using the one-time vendor functionality to process payments in accordance with policy.

(2) Ensuring supervisory review and approval for all agency and comptroller generated one-time
vendor payments.
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c. Bureau of Financial Management (BFM).

(1) Approving agency requests for new interfaces that use one-time vendor records.

(2) Monitoring the use of one-time vendor records to determine if a permanent master record should
be established and contacting identified vendors to register with the Central Vendor Management Unit (CVMU.)

(3) Providing guidance on the use of one-time vendor records.

6. PROCEDURES.

a. Agency.

(1)  Verify that a valid TIN and name is provided on the vendor invoice.

(2) Determine if a one-time vendor record should be used for a payment by:

(a) verifying that the vendor is not established in the SAP vendor master database and that
payments will not be recurring.

(b) verifying that the payee is not a local government or other subrecipient and that the payment
is not coded to a subrecipient general ledger account.

(c) evaluating the nature of the payment to determine if the vendor most likely will be paid
infrequently.

(3) Create a payment document in SAP by using the one-time vendor functionality.

b. Comptroller.

(1) For payments:

(a) determine if a one-time vendor record should be used for a payment by:

1 verifying that the vendor is not established in the SAP vendor master database and that
payments will not be recurring.

2  verifying that the payee is not a local government or other subrecipient and that the
payment is not coded to a subrecipient general ledger account.

3  evaluating the nature of the payment to determine if the vendor most likely will be paid
infrequently.

(b) create a payment document in SAP by using the one-time vendor functionality as follows:

1  invoice processor shall enter the invoice in SAP, which will automatically block the
payment document.

2  invoice processor shall notify the Supervisor to review and unblock the payment docu-
ment.

3  supervisor shall review the payment document and, if approved, unblock the payment.
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(2) For refunds of expenditure:

(a) determine if a one-time vendor record should be used for refunds of expenditures by
verifying that the refunds of expenditures are not related to a payment made against an SAP vendor master
record.

(b) create a refund of expenditure in SAP by using the one-time vendor functionality.

(3) Review and approve all agency generated one-time vendor payments by releasing payment
requests to Treasury.

c. Bureau of Financial Management.

(1) Perform a periodic analysis of the payments posted to one-time vendor records to determine if a
permanent vendor master record should be established.

(2) Contact vendors that require a permanent vendor master record to register with the CVMU.


