City of Commerce Accounts Payable SOP 201

Finance

Invoice Approval Policy

Version No 1.0

Effective Date | 01/17/08

1.0

2.0

3.0

4.0

Purpose

A written procedure to process invoice(s) for payment.

Scope

This policy will apply to all invoices for services rendered or items purchased.

Responsibility for Invoice Approval

The purchasing Staff, herein referred to as “Staff”, is responsible to acquire the
necessary approvals prior to submitting invoice(s) for payment to Finance. The Finance
Department shall confirm appropriate approvals are on the invoice(s) and confirm
available funds prior to processing the invoice for payment.

Invoice Approval Policy

4.1

Invoices to be paid from an Open Purchase Order

4.1.1
4.1.2

4.1.3

4.1.4

4.1.5

4.1.6

Finance Department shall provide a copy of the invoice to the department.

Staff shall confirm services rendered and/or merchandise purchased is
adequate and in accordance with the specification(s).

In the approval box (see Exhibit A), Staff shall provide the following:
e Signature in the “Staff” field
e Date in the “Date” field

e Description of purchase/service rendered (i.e. Office Supplies,
Professional Services) above the approval box

e Account number(s) in the “Acct #” field(s) and corresponding
amount in the “$” field(s)

e Purchase Order number in the “"PO#” field and write "OPEN" next
to the Purchase Order number [this will indicate that the invoice is
being paid against an Open Purchase Order]

Staff may obtain approval from their Supervisor by having the Supervisor
sign in the “Supv” field. [This is an optional field and is not required for
payment of the invoice]

Staff shall obtain approval from the Department Head or authorized
designee by having the Department Head sign in the “"Dept Head” field.

Staff shall forward the approved invoice copy to Finance Department for
payment.
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4.1.7

Finance will process invoice and payment will be mailed to vendor.

4.2 Invoices to be paid from a Purchase Order

4.2.1 Finance Department shall provide a copy of the invoice to the department.

4.2.2

4.2.3

4.2.4

4.2.5

4.2.6

4.2.7

4.2.8

Staff shall confirm services rendered and/or merchandise purchased is
adequate and in accordance with the specification(s).

In the approval box, Staff shall provide the following:
e Signature in the “Staff” field
e Date in the “Date” field

e Description of purchase/service rendered (i.e. Office Supplies,
Professional Services) above the approval box

e Account number(s) in the “Acct #” field(s) and corresponding
amount in the “$” field(s)

e Purchase Order number in the “PO#” field

o If invoice is to be applied against the Purchase Order but the
order is not complete, write "PARTIAL"” next to the Purchase
Order number and attach a copy of the Purchase Order

o Upon receipt of the final invoice that is to be applied against
the Purchase Order, write “FINAL"” next to the Purchase
Order number and attach the completed Purchase Order

Staff may obtain approval from their Supervisor by having the Supervisor
sign in the “Supv” field. [This is an optional field and is not required for
payment of the invoice]

Staff shall obtain approval from the Department Head or authorized
designee by having the Department Head sign in the “"Dept Head” field.

Staff shall forward the approved invoice copy to Finance Department for
payment.

Finance will confirm appropriate approval(s), verify appropriate account
number(s) and funds availability.

If there are no discrepancies, Finance will process invoice and payment
will be mailed to vendor.
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4.3  Discrepancies

4.3.1 If there are discrepancies, such as incorrect account numbers, no funds
available, and/or incomplete approval(s), invoice will be sent back to Staff
for review and verification.

4.4  Special Instructions for Payment

4.4.1 If Staff requires payment to be returned back to the department and not
mailed, indicate on the invoice next to the approval box “Return Check to
Staff”
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