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(Revised and Renumbered 08/201410/2020)
A Remittance Advice, Std. Form 404C or other approved remittance advice, will be
prepared for each payee listed on a claim schedule.

The original copy of the remittance advice will be placed in a Remittance Advice
Envelope, Std. Form 403 (See SAM section 8422.4), separated and in the same order
as listed on the claim schedule. The duplicate copy will be filed in the department’s
accounting office alphabetically by claimant's name. The vendor/payee's correct name
and address will be clearly printed on each remittance advice in a position to permit the
information to appear through the window envelope in which the warrant is mailed. In
addition, the following information will be entered on the remittance advice form: (1)
department name and organization code, (2) claim schedule number, (3) invoice date,
(4) invoice number (purchase order number or contract number if invoice is
unnumbered), (5) invoice amount, and (6) total payment amount. Departments should
use the vendor/payee's name consistently on the claim schedule and remittance advice
for each and every payment. Departments should enter their address below their name
so inquiries can be directed to them more quickly.

Only when the payment is considered reportable (see SAM section 8422.19) will the
three boxes at the bottom of the form be completed. Warrant numbers will not be shown
on any copies of the remittance advice form. Reference to individual invoice dates,
numbers, and amounts, items (3), (4), and (5) above may be omitted where some other
means of notifying the vendor is provided.

The original remittance advice and the applicable warrant will be mailed to the
vendor/payee by the State Controller’s Office (SCO). Remittance advice will provide for
delivery of warrants to a department or department employees only when the
department is the vendor/payee. (See SAM section 8422.6.) The remittance advice will
provide the payee with an identification of the payment. The SCO will send a
Controller's Notice of Claim Paid, Form CD–102, to the department for every claim
schedule for which warrants were drawn.

Enclosures attached to remittance advices are to be kept to a minimum and when
necessary, will be folded to warrant size, (7 x 3 1/2 inches), and securely stapled behind
the remittance advice form. Material that cannot be folded to warrant size will be mailed
separately by the department. Special arrangements must be made with SCO for
continuing or large-scale problems. Normally, invoices will be adequately identified on
the remittance advice and invoices with request asking their return will be ignored. The
exception to this rule concerns vendor requests for the return of invoice stubs so they
can serve as machine-readable input to an automated data processing system. Such
items will be returned and the related remittance advice usually need not list the
invoices or show any other detailed information.

The Remittance Advice (RA) is a document used to accompany payments disbursed by the State Controller’s Office (SCO).  If the payment is made by Office Revolving Fund (ORF), the agency/department will complete and attach the RA to the check.  Whenever the State Controller’s Office (SCO) or the agency/department disburse payment a Remittance Advice (RA) must accompany the disbursement.  The RA’s function is to reference the payment and invoice information, as appropriate.                                                             identify the purpose, amount and reference information (e.g., invoice number) of payment.

A Remittance Advice should contain the following elements:

1. Agency/department name
2. Business Unit Code
3. Voucher or Claim Schedule Number
4. Invoice date
5. Invoice number. (if there is no invoice number, use the purchase order/contract number)
6. Invoice amount
7. Total payment amount
8. Agency/department inquiry contact phone number

Purpose of Remittance Advice

The purpose of the RA is to assist the vendor in identifying payment against their outstanding receivables which are pending payment.  The RA prevents the vendor from needlessly contacting the agency/department to identify payment.

FI$Cal Remittance Advice

FI$Cal Remittance Advices comes attached to the check or warrant.

· For SCO Warrants, the RA is created after the voucher is approved the SCO, Audits Division.

· For agency/department Office of Revolving Fund checks, the RAs are created at the same time the check is printed.

Non-FI$Cal Remittance Advice (STD. 404C)

Agencies/departments deferred/exempt from using FI$Cal will use STD. 404C which must be manually completed and submitted with the claim.
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