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VENDOR PAYMENT PROCESS

(44 [/ RONLINDSEY, Director

AUTHOR: Business Office Manager

387-7849|

Business Office (BO) Receives Invoices/

Packing Lists from Parts or Service Centers

v

Staff Files Invoices/Packing Slips
Alphabetically

v

Match Invoices/Packing Slips from
Vendors Mailed Copies

v

Total and Match to Faster Amounts

Does Amount

Check for Inconsistencies

Revise amount or
returns to Parts or

No—»| i i .
Balance? Against Filed _Items & Service Center for
Reconcile .
corrections
Yes
X Reconcile Invoice

Change Delivery #s & Packing Slip #sto | in EMIS or

Invoice #s - document

v

Release invoices in Faster/Obtain Payment
number

Does Vendor
have limit line?

Stamp invoices with PO# and send to ATC.
Creator must determine if a transfer is
necessary. If so, proper documentation is
give to Account Technician to complete
transfer.

No
v

A shopping cart must be created. The
creator must monitor the workflow

v

Once the shopping cart is approved and
purchase order will be assigned

v

Creator must determine if a MIGOS is
necessary and request on from supervisor

v

Once a MIGOS has been completed, creator must stamp the
Purchase Orde number on the invoice and sendto ATC

v

End

A
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ACCOUNTS RECEIVABLE PROCESS

APPROVED
27 / P4

'

/(A4 [/[ A RONLINDSEY, Director

AUTHOR: Business Office Manager..................... 387-7849

Business Office generates Monthly Outside Billing
Report, Motor Pool Rental and Motor Pool Garage
charges.

A

Fiscal Assistant creates invoices in Quickbooks
for customers.

A

Fiscal Assistant mails or e-mails invoices, billing
and back-up documentation to customers

Payroll Specialist receives and logs in checks

l

Payroll Specialist creates deposit slip, deposits checks, and
creates Cash Journal. Cash Journal is given to Fiscal Assistant.
Payroll Specialist enters deposit into SAP and obtains
Supervisor’'s approval

A

Fiscal Assistant verifies check amount from Cash Journal

Does check

amount match - .
invoice amount? No Fiscal Assistant
) Lyl contacts Customers or
Department for
resolution

A
Goes over possible
billing orders with
Accounting Technician

Yes

Fiscal Assistant enters
payments into Quickbooks
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1/
..f _.-" __.7 -
MONTHLY FINANCIAL PERIOD CUTOFF DATES /(4/ /// ARON LINDSEY, Director
AUTHOR: Business Office Manager............... 387-7849

ISSUE
Work orders are not closed in a timely manner to allow for accurate accounting.

STANDARD
All charges to work orders, regardless of status, will be billed by FMIS.

POLICY

Work orders exceeding $500 (parts and labor) will be closed every month prior to the billing
cycle. At the supervisors discretion, work orders may be reopened for additional expenses to be
added.

There will be exactly twelve billing cycles per year, which will be revised annually by the
Business Office Supervisor.
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SUBJECT
VOYAGER BILLING VERIFICATION

APPRQV/ED”/ /

/ (A4~ (/| RON LINDSEY, Director

Author: Business Office Manager .... 909.387.7849

ISSUE

The department was not being fully reimbursed from
transactions.

STANDARD

other departments for Voyager card

Monthly verification will be performed to ensure the department is being reimbursed from other

departments.

POLICY

Monthly, the Business Office Manager will verify the Voyager statement matches the FASTER
billing and report to the Director. Discrepancies will be researched, corrected and explained.
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