Instructions for Completing the 3rd Party Billing Authorization Form

Dept/Sponsor Name & Address: If the sponsor is an MSU department, please enter the department name & address as sponsor. If the sponsor is an outside agency or business, enter the agency/business name & address here. If you place an individual’s name in this section, that person will be responsible for payment of 3rd party billing, not the department, agency or business.
University Index Code: **Only applicable to MSU departmental sponsors**                               

For index codes in the range of 425xxx-429xxx and 4Wxxxx, please complete the Office of Sponsored Programs Fee Authorization form.
Contact person and phone number: Enter the name & phone number of the department/sponsor contact.

Authorization Period: Complete the semester(s) that will be covered by the authorization. For example, mark Fall: 10 Spring: 11 and Summer: 11.  Then fill in the academic year. 
Student Name & ID/SSN: More than one student can be listed on the form if the authorization is the same. For example, if a department is authorizing 3 credits of tuition and required fees for a resident and a non-resident student, dollar amounts are different, but the authorization is the same for both students.

Authorized Signature & Date: Unsigned forms will not be processed.

Authorization: Please check only those that apply.

General Payment: Authorizes a set dollar amount. Fill in $ amount here. (Do not mark any other sections if completing this section). 

No limit on Tuition & Required Fees: Authorizes payment of all tuition and required fees (required fees are those listed in required fees section of this form). If department checks this category, do not complete Tuition and Required fees section. Complete the Special fees section if any special fees are to be authorized.
Insurance: Authorizes payment of university health insurance. Note: Student may add insurance coverage if taking 6 credits or less. Adding the insurance coverage also adds the health and dental fees to student’s bill.

Room & Board: Authorizes payment of dormitory room & board charges. (Third party billing can not be used to pay off-campus room & board payments.)

     Tuition & Fees Limited: Complete this section if the department wants to authorize limited charges.

· Tuition: Mark ANY with number of credits to be authorized if the department wants to pay that number of credits, regardless of residency status. Fill in R or NR only if the student is a non-resident and the department wants to pay only the resident or non-resident portion, but not both or if the department is authorizing different credit levels of resident and non-resident tuition. (Financial Aid checks the residency status of authorized students and sets up contract accordingly.)
· Required Fees: Mark All Required with # of credits if the department is authorizing payment of the required fees at the specified credit level. Otherwise, mark the fees being authorized at designated credit level. Note: If the department authorizes All Required at less than 7 credits, Financial Aid will authorize payment of the health service through bus fees, even though those fees will be charged only at the request of the student.
            Special Fees: Check any special fee(s) that apply.

Comments: Use of this area should be restricted to unusual circumstances.
