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	Purpose:
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Text of Policy:

Generally, payment for goods and services is made within thirty days.  

All copies of vendor invoices are routed directly to the CFO when received. Original vendor invoices are maintained in the accounting office after payment.

Processing of the invoice and related costs includes:

· The Financial Associate checks all data on the invoice by comparing it with the purchase order and packing slip.    All extensions, footings, discounts, and freight terms are checked for accuracy.  Invoices are not coded unless correct.   All discrepancies are investigated and the vendor is contacted if the discrepancies can not be resolved internally.

· CFO reviews and approves the invoice for payment.

Transactions are coded with the appropriate General Ledger account, program and fund source by the CFO and checks are cut by the financial staff.

The appropriate program personnel should approve invoices for consultants and other services.

After the checks are cut, checks are attached to supporting documentation and presented to the CEO for review and signature.  After signed, the bottom third of the check is stapled to the back of the invoice and related documentation.

Guideline for Proper Paying of Bills
The following procedures are to be followed in order to ensure proper and prompt payment of bills:

1. Be sure that the check has been written for the proper amount, to the proper individual or company, and that it has been signed.  All checks require two signatures.
2. Use the pre-printed envelope that came with bill whenever possible.  If there is no pre-printed envelope, use the windowed envelope and be sure the address typed on the check or bill can be seen through the window.
3. Use the postage meter to print postage onto the envelope.  NOTE:  The mail must be metered with the same date that it will be mailed.
Take the bill to the post office the same day it is metered
