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BOF DRAW PROCESS
o On the 1st and 15th of each month BOF Receives Draw Requests.

o BOF assigns each Draw Request a document number and invoice number.

o BOF enters requests into BOF database and prints out Payment Voucher Backup. 

o As BOF enters requests into database they are looking to make sure the request 
packet has all required fields filled out and the necessary documentation. (Please see 

next slide) 

o Once information is entered into the database and packet is complete, the payment 
voucher is then entered into the state SHARE financial system.

o The payment voucher then goes through multiple levels of approval at DFA prior to 
the sending of the ACH or printing of the check.
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HEI DRAWS 
When reviewing HEI draws, the BOF is looking for the following items:

o Correct Appropriation stated in the top right corner

o Correct Bond Series filled out

o Correct Title to Appropriation 

o Draw request amount stated

o Authorizing signature and Notary signature with stamp

o HED Review and Approval

o State BOF Actions (if applicable)
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DRAW REQUEST REQUIRED FIELDS
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REQUIRED BACKUP DOCUMENTATION

5

HED REVIEW NOT REQUIRED

HED REVIEW REQUIRED, STATE BOARD OF 
FINANCE REVIEW NOT REQUIRED



REQUIRED BACKUP DOCUMENTATION CONT.
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HED REVIEW REQUIRED AND STATE BOARD OF 
FINANCE REVIEW REQUIRED

STATE BOARD OF 
FINANCE ACTIONS/APPROVAL



2.61.6.9 (DISBURSEMENT RULE)
PAYMENT OF CAPITAL PROJECT 
EXPENSES, DRAW REQUEST 
PROCEDURES
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A (1)



CONDITIONS MEMO
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• During the bond questionnaire review, if a 
project is determined to have conditions it will 
be included in this memo at the end of a bond 
sale.

• The requesting agency will have to provide 
documentation to the State Board of Finance 
for review and approval prior to any 
disbursement of 
funds. 



END OF YEAR TIMELINE

9


	Higher Education Capital Outlay 2021 Training Series�Board of Finance
	BOF DRAW PROCESS
	HEI DRAWS 
	DRAW REQUEST REQUIRED FIELDS
	REQUIRED BACKUP DOCUMENTATION
	REQUIRED BACKUP DOCUMENTATION CONT.
	2.61.6.9 (DISBURSEMENT RULE)�PAYMENT OF CAPITAL PROJECT EXPENSES, DRAW REQUEST PROCEDURES��
	CONDITIONS MEMO
	END OF YEAR TIMELINE

