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Vendor Payment & Reimbursements

Our processes for vendor payments & reimbursements

Tips & Reminders

During this presentation, we will cover:

Did You Know?
The Arc’s Accounts 

Payable team processes 
over 900 invoices 

per week!



Our Internal Process

Receiving & Initial Audit

Processing

Approval

There are three steps to Accounts Payable payment processing:



Step One
Receiving & Initial Audit

Our Internal Process

• Vendor Payment Request Forms and invoices are received. 
• All Vendor Payment Request Forms received by Thursday at noon are 

processed for payment by the end of the next week.
• All mileage reimbursement requests received by the monthly due 

date will be processed by the check date indicated on the calendar.

• All requests are reviewed for the necessary information.
• Our team confirms the Participant is approved for the 

service and has funding available in the budget line.



Step Two
Processing

Our Internal Process

• The invoice information is entered into Bill.
• We must receive W-9s from new vendors to process payment.
• Vendor payments and mileage reimbursements are processed in 

accordance with the Accounts Payable calendar.

Did You Know?
Bill.com changed their 
company name to Bill 

this year?



Step Three
Approval

Our Internal Process

• Our team members responsible for final review and approval 
review all documentation and release payment.

• All payments are, by default, provided via live check 
delivered by USPS. To request direct deposit, please open a 
customer service ticket.



Tips & Reminders
• Invoices or Vendor Payment Request

Forms need to list the specific
services performed.

• Services need to be within the 
guidelines.



Tips & Reminders
• Back-up documentation needs to be 

included as applicable.
• We recommend submitting invoices 

directly, if possible, rather than through
a Support Broker.



Tips & Reminders
• Please do not use the Zendesk 

ticketing system for initial
invoice submission.

• Please do not contact specific Arc 
employees directly unless someone
specifically asks you to.



Tips & Reminders
• Please review the Accounts 

Payable Calendar regularly 
and mark your calendars 
accordingly!

• There are different 
schedules for different 
kinds of payments.

• Calendars rarely change.
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Tips & Reminders
• All information and documents related to vendor onboarding 

and payments can be found on The Arc’s website:

.

On this page, you will find:
• 2023 Accounts Payable Calendar (stay tuned for 2024!)
• Vendor Payment Request Form
• Mileage Reimbursement Forms & Submittal Links
• IRS Form W-9
• Vendor Support Broker Packet for Vendor Onboarding

www.thearcccr.org/fms-forms-resources/

http://www.thearcccr.org/fms-forms-resources/


Tips & Reminders
• There are multiple ways you can reach our team: 

• Call us at 1.866.252.6871
• Open a Customer Service Ticket: thearcselfdirected.Zendesk.com
• Submit invoices and forms to FMSVendor@thearcccr.org
• Submit requests to FMSMileage@thearcccr.org 
• Fax: 1.888.272.2236

http://www.thearcselfdirected.zendesk.com/
mailto:FMSVendor@thearcccr.org
mailto:FMSMileage@thearcccr.org


Questions?
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