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Policy:
Proper internal control will be followed to ensure that only valid and authorized payables are recorded and paid. Accounting procedures will be implemented to ensure the accuracy of amounts, coding of general ledger accounts, and appropriate timing of payments.

Purpose:
To explain the procedures for documenting, recording, and issuing payments for accounts payable transactions.

Scope:
This procedure applies to all purchases, including COD amounts, reimbursement of travel, and expense reports.

Procedure
1.0
Documenting Accounts Payable

1.1
The following documents will be forwarded to accounts payable for temporary filing and subsequent matching to form an accounts payable voucher package:

· Purchase Order (if applicable) with Payment Requisition Form

· Packing Slip with receiving report (if applicable)

· Vendor invoice

1.2 Requesting individual/department will ensure that Payment Requisition is filled out completely including appropriate account and Program coding, and that the Division Director has signed approval on Payment Requisition. In lieu of absence of the Division Director, the Chief Program Officer, Chief Executive Officer, or Chief Financial Officer may approve. Any additional documentation describing purpose of payment request and, where applicable, budget line item to which expenditure is to be charged should be included.

1.3
Once the accounts payable department has all of the above documents, the following steps will be performed to ensure proper authorization, validity of purchase, receipt of purchased items or services and accuracy of amounts:

· The Payment Requisition will be stapled on top of the vendor invoice, followed by the packing slip, receiving report, purchase order, and other supporting documentation.

· The Payment Requisition will be evaluated for proper authorization and the nature of the purchase and pricing as shown on the invoice reviewed for validity.

· The quantities shown shipped or delivered on the invoice will be compared to the packing slip and/or receiving reports. Any discrepancies must be followed up and resolved prior to commencing with the voucher process.

· Calculations on the invoice will be recomputed such as quantities received multiplied by unit price and totals.

2.0
Recording

2.1 Once the accounts payable voucher package has been properly assembled and reviewed, the voucher package will be coded on the front of the Payment Requisition with the Vendor number, general ledger account coding will be verified, and the package then forwarded to the Chief Financial Officer for review and approval.

2.2
The voucher package will then be batched with other voucher packages and entered into the computerized accounts payable system on a daily basis and posted to the accounts payable ledger. Voucher Register reports and accounts payable aging reports will then be printed and filed in respective journal folders.

2.3
The voucher package will then be temporarily filed alphabetically by vendor name in the unpaid invoice files to await payment.

3.0
Payment Of Accounts Payable

3.1
On Wednesday of each week, accounts payable invoices will be selected for payment according to their terms for payment. Accounts payable should normally be paid within five days prior to their payment due date unless otherwise determined by the Chief Financial Officer.

Any debit balances (amounts owed to the company) should be applied to credit amounts when determining payment.

3.2
A check edit list will be printed and reviewed by the Accounts Payable Supervisor. Upon approval by the Chief Financial Officer, checks will be then be printed for the accounts payable invoices to be paid.
3.3
After the checks are printed, they will be matched to the voucher package and submitted to the Chief Financial Officer for review. The Chief Financial Officer will initial approval on the internal remittance advice and forward the checks so approved to the Chief Executive Officer for signature (and second signature where applicable). Upon return of the checks to accounts payable, the check with vendor remittance advice will be separated and mailed to the vendor. The vendor invoice will be marked “PAID”. The internal remittance advice with supporting documentation will be filed numerically with the accounting department.

4.0
Manual Checks and Cod Payments

4.1
All manual checks and COD payments are to be originated and authorized through preparation of a Payment Requisition Form.

4.2
Processing of manual checks and COD payments will be in accordance with the above established procedures. The Chief Financial Officer will approve all manual checks and/or COD payments which are to be issued on an off-cycle basis.

· On a weekly basis all manual checks will be posted into the accounting system following the procedures for entering manual checks. Upon completion of posting, the manual checks will then be filed alphabetically in the paid vendor files.

5.0
Accrued Expenses

5.1
The Accounting Manager will be responsible for preparing records of accrued expenses at the end of each month. Accrued expenses represent amounts due for services or benefits that the company has received but are not yet payable. Types of these expenses can include:

· Accrued Vacation

· Rent

· Utilities

· Interest

· Property and Business Taxes

· Insurance

· Professional Fees

5.2
Once all amounts have been determined, the accrued expenses will be recorded in detailed ledgers and the expense amount properly coded. A journal entry will then be prepared for recording to the general ledger.

5.3
The Accounting Manager will also review all existing accrued expenses recorded from prior periods and will ensure that reversing accounting entries have been made.
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