	Payment o f Purchase Order Invoices


	Definition: 

Invoices that are over $1000 on a (Blanket, P#, Regular Line Item) purchase order contract for the purchase of goods and services.


	Blanket Purchase Order Invoices
•
All blanket purchase order invoices for goods and services are sent to the department requestor/account manager to confirm the receipt of goods and services. Examples:( maintenance agreements, service agreements)
•
Invoices are sent by the Accounts Payable staff utilizing the online approval form or by mail.

•
The requestor/Account manager must review the invoice for accuracy, sign, and provide the account number to charge goods/services and forward to the Accounts Payable Department within 5 days of receipt.

•
If services or goods are not complete, the department must notify Accounts Payable immediately to hold payment until further notice.

•
Upon completion of the services or receipt of the goods, you must contact Accounts Payable to release the payment to the vendor.



	P#  Purchase Orders
•
P# vendor invoices for services, direct delivery, and pick-ups are sent to the department requestor/account manager to confirm the receipt of goods and services.

•
P# vendor invoices that the goods are sent to Central Receiving do not follow this process. (See Purchase order invoices/Central Receiving Procedure)
•
Invoices are sent by the Accounts Payable staff utilizing the online approval form or by mail.

•
The requestor/Account manager must review the invoice for accuracy, sign, and provide the account number to charge goods/services and forward to the Accounts Payable Department within 5 days of receipt. You must also notify Central Receiving for all direct deliveries and pick-ups so he can receive goods on the Banner System and close purchase order.

•
If services or goods are not complete, the department must notify Accounts Payable immediately to hold payment until further notice.

•
Upon completion of the services or receipt of the goods, you must contact Accounts Payable to release the payment to the vendor.



	Regular Purchase Order Invoices
•
Regular purchase order vendor invoices for services, direct delivery, and pick-ups are sent to the department requestor/account manager to confirm the receipt of goods and services.

•
Regular vendor invoices that the goods are sent to Central Receiving do not follow this process. (See Purchase order invoices/Central Receiving Procedure)
•
Invoices are sent by the Accounts Payable staff utilizing the online approval form or by mail.

•
The requestor/Account manager must review the invoice for accuracy, sign, and provide the account number to charge goods/services and forward to the Accounts Payable Department within 5 days of receipt. You must also notify Central Receiving for all direct deliveries and pick-ups so he can receive goods on the Banner System and close purchase order.
•
If services or goods are not complete, the department must notify Accounts Payable immediately to hold payment until further notice.

•
Upon completion of the services or receipt of the goods, you must contact Accounts Payable to release the payment to the vendor.



	Banner Finance  3-Way Match Process
•
P# and regular purchase order invoices that the goods are delivered to Central Receiving are not sent out for approval.

•
The invoice is entered in the Banner Finance system by the Accounts Payable staff. When Central Receiving receives the goods, the Banner System automatically matches the invoice, purchase order and receiving Y# document utilizing a 3-way match process. If the invoice, purchase order and receiving information agree, a check is cut on the due date. 

· The following do not follow the Banner 3-Way Match Process
· Blanket Purchase Orders

· Direct Delivery Items to the Department

· Goods that are picked up by the requestor 

· Purchase orders for Services, Maintenance agreements, Leases and Professional Services




