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Purpose

To ensure that only invoices for approved purchases are processed for payment.

Policy

All invoices will be entered into the accounts payable system upon receipt by the Accounting Department. Invoices will be posted on the date of receipt for all months other than the first month of the fiscal year. In the first month of the fiscal year invoices will be posted on the invoice date in order to properly accrue expenses for the prior fiscal year.

Invoices for which a valid purchase order, authorized by the appropriate director, has been received, will be immediately approved for payment in the accounts payable system. Invoices for which no purchase order has been received will be distributed to the appropriate director with a request for a purchase order. Purchase orders will only be submitted for those goods and services for which receipt has been verified.

The Accounts Payable Clerk will prepare a Pre-Check Report on a weekly basis, and present this report, with the corresponding invoices and purchase orders, to the Financial Management, for review, correction and approval. Upon approval by the Financial Management, checks are to be printed, presented for signatures to the appropriate signatories, and distributed. Check stubs are to be stapled to the original invoice and purchase order, and filed. Prompt payment discounts will be utilized when possible.

The Accounts Payable Clerk will, on at least a monthly basis, run an Open Invoice Report and follow up as necessary to ensure the timely return of invoices with purchase orders.

Managed care claims will be approved for payment by the Managed Care Department. Approval will constitute documentation of eligibility on the date of service, proper provider authorization, and verification of the appropriate charge for the service.

Apart from the approval process, payments for managed care claims, capital expenditures, rent, payroll deductions, and utility payments, will be processed in the same manner as other accounts payable payments. Capital expenditures require approval as described under the Capital Expenditures policy. Rent payments require no approval apart from any direction provided by the Financial Management regarding a change in amount, recipient, or other information. Payroll deductions require no approval. Payroll deduction payments will be reconciled with the Monthly Deductions Register as part of the approval process by the Financial Management. Utility payments simply require the initials of the Director of Facilities on the invoice.

All payments should be made on invoices, not statements. Exceptions require the approval of the Financial Management.

Under no circumstances will a handwritten check be issued. Items requiring immediate payment can be paid by a single check run if approved by the Financial Management.

Applicability

This policy applies to all invoices received for payment by accounts payable.







