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ACCOUNTS PAYABLE INFORMATION SHEET
As of September 25, 2008

General AP Information
· When does AP run checks?

· Monday, Wednesday, and Friday at 10:30 am

· The latest that AP will process a payment for the check run is the afternoon mail run of the preceding business day

· How many processing days does AP have to post an invoice?  How long before payment is made?  What is the difference between processing an invoice and paying the invoice?
· AP pays invoices according to terms listed on an invoice

· If no terms are stated and an individual is being paid, AP considers the terms are due immediately

· If no terms are stated and a company is being paid, AP considers the terms to be thirty days

· AP has five business days to process an invoice unless there are problems with the invoice.  If a problem occurs, the five day processing time is extended.  Some common reasons why invoices are returned are as follows:

· Incorrect or missing approvals

· Incorrect or missing FOAPAL information (account codes)

· Variances between the PO amount or quantity purchased and the amount or quantity invoiced

· Where will my check be mailed?

· For a corporation or business, Accounts Payable will mail the check to the remit address listed on the invoice

· For an employee, Accounts Payable will mail the check to the home address

· For a student, Accounts Payable will mail the check to either the local or home address (whichever is listed on the documentation submitted to Accounts Payable)
· How do I get invoices to Accounts Payable?
· Interoffice mail should be addressed to AP located at the FAS House
· AP has a mail basket at the Cashier’s Window in Reynolda Hall Room 107
· Deliver them directly to the FAS House, 2598 Reynolda Road, at the corner of Polo and Reynolda (across from Allen Tate Realtors)

· What types of documents does Accounts Payable process and what are the differences?

· Expenditure Voucher Form- any payment request that is not travel related or does not have an invoice should be submitted on this form

· Examples:

· Honorariums

· Non-academic and non-service related awards

· Payments to third parties that do not have an invoice

· Supplies that employees or students need reimbursement for

· Travel and Entertainment Form- any reimbursement request from an employee or student that has traveled or entertained for the University

· Invoice- an invoice received from a company.  When a department receives an invoice from a company, the invoice should not be attached to an Expenditure Voucher Form

· Procurement Card Statement- a printed statement from the credit card system should accompany the receipts submitted for review.  
· Wire and ACH Request Form- any payments that need to be submitted by wire, international draft, or ACH should be submitted on this form.  Supporting documentation must be stapled to the form prior to submitting to the Controller’s Office.  See Wire and ACH section of this handout for more information.
Invoice Information
· What type of documentation should be submitted to Accounts Payable?
· Original detailed invoices.  Invoices must show items purchased, supplier name, location, amount of purchase, approval authority signature, FOAPAL information, and a business purpose should be included when not evident by the description of the item.
· A supplier’s invoice should also state the invoice terms, and Purchase Order number, if applicable
· AP does not process payments from statements, estimates or quotes
· Are we sales tax exempt?

· Generally speaking, the University is not exempt from paying sales tax

· What should I do to prepare paperwork prior to sending to Accounts Payable?
· Any loose receipts that are not attachments should be stapled to the invoice.  Any small receipts or small invoices should be taped to an 8 ½ x 11 piece of paper.  Please do not paper clip receipts or leave them loose in an envelope addressed to AP.
· If you want an attachment to be included with the check, you should paper clip a copy of the attachment to the documentation you submit to Accounts Payable.  Please do not staple attachments to the invoice.
· If the check is for pickup, you must indicate a contact person and telephone number where the person can be reached, during normal business hours, on the documentation submitted to Accounts Payable
· What if I am traveling to a foreign country?

· Prior to any travel to a foreign country, prior to any payments or reimbursements, the student, employee, or contractor must complete an International Travel Form.  This form can be found at http://www.wfu.edu/cis/intl_travel_forms/index.html .
· Per diem rates (for food only) may be requested for foreign travel.  The per diem amounts may be found on the US Department of State’s website at www.state.gov/m/a/als/prdm (column B)
· Prior to submitting documentation to AP, all foreign transactions must be converted to US dollars and translated to English.
· Accounts Payable offers two types of forms that are printed on envelopes to assist the traveler in tracking and maintaining receipts during their foreign travel.  The traveler can call campus extension 5833 to request these forms.

· When and why do I need a purchase order?
· Purchases totaling $1,000 or more should have a Purchase Order from the University’s Purchasing Office.
· Benefits of a Purchase Order are as follows:

· Purchase Orders allow WFU to encumber goods to assist departments in tracking the dollar amounts they spend
· Purchase Orders sent to suppliers constitutes a legal offer to purchase products or services.  Acceptance of a PO by a seller forms a contract between the buyer and seller.  A contract does not exist until the PO is accepted
· When a supplier accepts the Purchase Order they are bound by our terms and conditions.

· Purchase Orders specify additional conditions such as terms of payment, including terms for liability and freight responsibilities, and required delivery date
· How do I contact Purchasing?

· Purchasing is located in Reynolda Hall Room 117E1.  You can call Purchasing at campus extension 5149

· What is an encumbrance and how do we encumber goods?
· An encumbrance is when you reserve funds for goods you have purchased so you will know the dollar amount that have remaining in your budget

· When a Purchase Order is posted in Banner then the funds are encumbered

· When an invoice is posted in Banner then the encumbrance is closed

Advances
· When should I seek an advance?
· Accounts Payable makes every effort to reduce the volume of advances; therefore, the following items should be considered prior to seeking an advance:

· Advances should only be given for group or extended stay travel where University credit cards cannot be used.  The University does not give advances for normal business trips where credit cards can be utilized.

· The expenses for which you are submitting documentation for an advance must total in excess of $200.00.

· If you have an outstanding advance, Accounts Payable will not issue another advance unless there is a business reason for not clearing the first advance.

· What documentation is required when requesting an advance?

· A completed and approved Travel Advance Form
· A list of items and the amounts that will be purchased with the money

· When I return from my trip, what documentation is needed to clear the advance?  How long do I have to turn the documentation in to Accounts Payable?

· A completed and approved Travel and Entertainment Form, along with original detailed receipts, and a copy of the approved Travel Advance Form.  
· Any unused funds must be deposited at the Cashier’s Window (Reynolda Hall Room 107) and code the money to 111111-11022.
· A traveler has 60 days from the date the expenses were incurred or 30 days from return of trip whichever is later to turn in clearing documentation for the advance.

· What consequences are there for not turning in clearing documentation?

· If clearing documentation is not submitted to Accounts Payable within the deadlines listed above, the amount of the advance may be deducted from your net pay.

Employee Reimbursements and Purchasing Card Documentation
· What type of documentation should be submitted for an employee or student reimbursement?
· A completed and appropriately approved Travel and Entertainment Form or Expenditure Voucher Form.  Travel related items require a one-up approval.
· A complete business purpose which would describe to Accounts Payable why you spent University funds.  In addition to describing why, the following questions should be answered when applicable:
· Who—name the people in attendance and their relationship to the University

· What—a description of the items purchased, if not evident by the receipt or invoice

· Where—locations of where the expenditure was incurred

· When—date of the expenditure

· Original detailed receipts—travelers should acquire original, detailed receipts.  This includes meals and lodging.  Items unrelated to travel must have detailed receipts showing goods purchased or detail of services rendered.
· Express check out receipts for lodging are only accepted on the University Procurement Card and they must show the detail of the charges.  If the lodging is charged on a personal credit card, documentation submitted for reimbursement must include proof of payment, such as a copy of the credit card statement showing the lodging charge
· Documentation for airfare should include an itinerary or ticket with the total price and proof of payment.  If payment was posted to the University Procurement Card, then the printed statement submitted to Accounts Payable will serve as proof of payment.

· If personal travel was included in your trip’s total price, you should print at the time of booking a copy of the price of coach airfare for the business days of the trip and/or the lodging rates for the business days to document the business price of the trip.  If you do not submit this documentation with your Travel and Entertainment Form, Accounts Payable will obtain the price of a similar flight 14 days out and use that as documentation of the business reimbursement amount.

· When should I turn in receipts to Accounts Payable?
· Documentation to support a submitted Travel and Entertainment Form or an Expenditure Voucher Form must be submitted within 60 days of when the expenses were incurred or 30 days from return of trip which ever is later.

· When traveling, are there any guidelines I should follow?

· All travel must be at the most economical means of transportation

· Charges for airfare should be at the coach pricing
· What if I loose or misplace a receipt?
· If the receipt is documentation to be submitted with your University Procurement Card statement, you should print off a transaction detail, list the items purchased, estimate the amount of the items, write on the documentation that the receipt is lost, and seek additional approval from your manager for the lost receipt.
· If the receipt is documentation to be submitted with a Travel and Entertainment Form or an Expenditure Voucher Form, you should list the items purchased, estimate the amount of the items, write on the documentation that the receipt is lost and seek additional approval from your manager for the lost receipt.

· Do I have to turn in receipts for every transaction on the University Procurement Card?

· Yes, AP requires receipts for any amount purchased; there are no thresholds
· What are the differences between the Reimbursement process and the University Procurement Card process?

· There is no difference between the two processes other than the documentation for proof of payment is the actual statement you turn in to Accounts Payable with the Procurement card system

· Procurement Card System process requires:

· Statement

· Detailed receipts

· Business purpose, and
· Approval

· Travel and Entertainment Form process requires:

· Completed Travel and Entertainment Form

· Detailed receipts

· Business purpose

· Approval, and
· Proof of payment

· Expenditure Voucher Form (employee/student reimbursement of supplies)

· Completed Expenditure Voucher Form

· Detailed receipts

· Business purpose

· Approval, and 

· Proof of payment

ACH and Wire Payments

· In order to get a wire or ACH processed today, what do I need to do?
· A completed Wire or ACH Request Form must be received in the Controller’s Office by 10:00 am 
· The documentation, including the approval signature(s), must be complete by 10:00 am for same day processing

· What supporting documentation must be included to validate each request?
· Signature of the approval authority, including additional signatures for projects and restricted funds

· FOAPAL information

· Bona fide business purpose, and
· The support documentation such as signed contracts, payroll withholding or benefit reports, and trade transactions

· What are the dollar limits for obtaining additional signatures for payment (signatures authorizing payment—these are in addition to departmental approval)?

· Regardless of amount, wires and ACH payments coded to projects and grants need the Project Manager or Grant Manager’s approval in FAS.
· Wire or ACH payments totaling $25,000 to $200,000 require one signature (preferably the Controller)
· Wire or ACH payments totaling $200,000 or more require two signatures (preferably the Controller and the Senior Vice President and Chief Financial Officer)
· Who is authorized to sign Wire and ACH payments?

· Brandon Gilliland, Controller
· Nancy Suttenfield, Senior Vice President and Chief Financial Officer

· Lou Morrell, Vice President for Investments and Treasurer

· Michele Phillips, Associate Vice President for Budget and Financial Planning

· Craig Thomas, Assistant Treasurer-Endowment
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