Policy & Procedures

	Number:  
	Section:  Accounting and Finance
	Page 1 of 3

	Accounts Payable 


	Issue Date:
	Effective Date;
	Replaces



	Approved by:

________________________

Process owner
	Approved by:

___________________________

Sr. Line Management 
	Issued by:

_____________________________

President / CEO


Policy 

It is J. Doe Inc.’s policy to record and pay only valid and authorized invoices, which represent legitimate Company obligations. Accounting procedures are implemented to ensure the accuracy of amounts, coding of general ledger accounts, appropriate authorization and timing of payments. The Accounts Payable (A/P) function is the sole area responsible for releasing checks and initiating requests for wire transfers to 3rd party vendors.

All amounts paid should be based on approved and valid vendor invoices and/or check requisitions.  Copied or resubmitted invoices should be investigated and resolved in order to avoid duplicate payments. Payments should not be made from vendor statements. Proper documentation should be maintained to support statutory audit and regulatory requirements pertaining to paid Vendor invoices.

It is the Company’s policy that expenses should be captured to the greatest degree practical in the period that they are incurred. 
Procedure

A/P is responsible for the set up and maintenance of vendor information within the Master Vendor database.  The A/P Supervisor is responsible for reviewing, approving and recording all changes to the Master Vendor database. The A/P Supervisor review activity reports in order to mitigate the risk of unauthorized or inaccurate vendor additions or editing.

Vendor invoices are distributed to the appropriate A/P employee for processing.  A/P receives the vendor’s invoice, reviews it against the purchase order or check request and processes it for payment.  Incomplete or inaccurate information is resolved with the purchasing department, department of origin or vendor.  

All invoices received into Accounts Payable must be supported by one of the following:

· Reference to a Company Purchase Order 

· Approved Check Request Form 

· Approved Travel and Expense Form 

If an invoice or payment request does not meet the above requirements, it may be rejected for payment and returned to the employee for further supporting documentation and/or line management and finance approvals.

Employees who return purchases directly or who request a service or charge-back adjustment from the vendor must notify accounts payable immediately. Accounts payable should pursue all credits after all supporting documentation is received from the associate or the vendor. 

The Company’s standard terms are to pay vendors at 45 days. Where applicable and as appropriate, vendor discounts should be taken. Vendor statements should be reconciled with items over 60 days investigated and resolved. 

Travel and Expense invoices should be processed through A/P. A/P is responsible for reviewing and auditing selected invoices in accordance with established selection criteria. 

Where applicable, there should be a 3-way Match between the P.O, signed receipts for Goods or Services and the Vendor’s Invoice.  

A/P is responsible for all records forwarded to the department for processing as well as analysis and reports produced as part of the A/P sub-ledger. A/P prepares worksheets to identify potential accruals and submits the information to the business unit’s controller or financial designate to evaluate appropriate accruals.

Check Requests

A/P procedures for approving and controlling check requests are as follows:

· The A/P Supervisor review and audit 85% (based on dollar volume) of each check run for completeness of the supporting documentation. 

· All (100%) manual checks are reviewed for completeness of documentation and accuracy.

· Individual checks over $100K U.S. must be reviewed against the control sheet and approved by the Treasurer and an authorized bank signatory (i.e., Assistant Treasurer and/or Chief Financial Officer). 

Wire and other Electronic Transfers

Wire and other electronic transfers may be arranged through Corporate Treasury.  Requests for electronic transfers to third party for vendor payments must be processed through A/P. 

The designated signing authority may approve for processing, intercompany transfers among and between the Company’s legal entities.

Unclaimed Checks

Every effort should be made to locate the recipients of unclaimed checks. These checks are tracked and reported to Corporate Tax for processing under the Escheat rules (reference Escheat Policy and Procedure).

Signature Plate Controls

Electronic signature cards are used within the U.S. A/P operations.  The key that is required to activate the check run printer is locked within a safe and secured within a locked room.  Only authorized A/P associates have access to the room, the safe and the printer.

Controls

· Individuals within A/P should be independent of the purchasing and receiving function.  

· Within the A/P department, there should be a separation of duties between those who maintain vendor files, process invoices for payment, process the check runs and conduct within-the-department reviews and audits.  Situations arising where there may be an overlap of duties require additional review and mitigating controls to ensure integrity of the A/P process.  

· The A/P function or area should review an aging analysis to ensure timely accurate payment to vendors. The A/P sub-ledger will be reconciled to the general ledger control account monthly.  All past due outstanding invoices should be investigated and resolved in a timely manner by the appropriate individual.  

· All appropriate documentation supporting A/P and vendor payments should be retained and organized in an orderly manner and available to support tax, audit and/or any other statutory requirements.  
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