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PURPOSE:

To establish a standard method for authorizing and processing disbursement requests.
POLICY:


It shall be DCS policy that the preferred method of purchasing goods and services is with prior purchase orders unless otherwise permitted under direct pay authorization. A purchase order provides a clear statement of what we expect to receive from the vendor and a clear statement of what we agree to pay. A purchase order also makes it possible to track expenditures by vendor and identify opportunities to consolidate purchases for better prices. 
All DCS organizational units shall endeavor to operate in full compliance with all specifics, on processes, detailed in current and existing Multnomah County Accounts Payable Administrative Procedures, forms and manuals located on the MINT; so referenced in the links below until repealed, replaced, or superseded by subsequent revisions.

Mint Links
https://commons.multco.us/document/1186/download
Travel and Training Expenses

https://commons.multco.us/document/1187/download
Obtaining Procurement/Travel Cards and Other Lines of Credit
https://commons.multco.us/document/1195/download
Miscellaneous Expense Reimbursements

https://commons.multco.us/document/1196/download
Petty Cash, Imprest Cash Funds, and Change Funds (Cash Account)
https://commons.multco.us/document/1197/download
Mileage Reimbursement
https://commons.multco.us/document/1206/download
Direct Payments to Vendors for Small and Exception Purchases
https://commons.multco.us/document/1210/download
GUIDELINES

Accounts Payable staff will only process and pay those disbursements for goods and services that have been procured in accordance with purchasing rules, supported by proper documentation, and approved by authorized signers. Payments will be made during the Accounts Payable regular weekly payment cycle net of trade discounts and will exclude late fees or service charges.
The staff shall enter all payments into SAP accounts payable payment processes for all legitimate DCS Obligations including payments for goods and services purchased under Public Contract Review Board Rules (PCRB); County Administrative Procedures (see PUR-1, CON-1 and Purchasing Guidelines),  which payments for services are provided under contracts, direct pay including payments made from petty cash, procurement, or travel cards.
All DCS purchases are to be made only with prior approval of an authorized signer.

Payments Made for Purchases with Prior Purchase Order or Contract 
Payments made with prior purchase order or contracts are made with the 3-way match procedure. The order, the goods receipt, and the invoice are verified to match prior to payment. 
 Receiving Goods 
• Verify that your program ordered the goods before accepting. Goods delivered to the 
   wrong site should not be accepted. 

• Check contents of package and verify that the packing slip correctly states goods 
   received. 

• Check for damage. If damaged contact vendor for exchange. 

• If no packing slip came with shipment, make a list of items received and the vendor’s 
  name. 

• Sign and date packing slip or list. 

• Make a copy of the paperwork for your records.

Returns or Incorrect Items 
• The worksite will arrange for pick-up with vendor 

• Make copies of paperwork (one for your records and one for the vendor) 

• Do not give original paperwork to the vendor 

• Write the pick up date and an explanation of the problem on a note and attach to 

  original paperwork. 

Payment of Invoices 
• Payments should only be made on original invoices 

• All documents (packing slips, invoices) received in Accounts Payable will be date 
  stamped. 

• Invoices are to be paid within 30 days of the date received 

• If a problem invoice cannot be resolved within 40 days from date received it should 
  brought to the attention of a Finance Supervisor for assistance. 

• The original invoice and packing slip are to be filed with purchase documents to 

   provide audit trail. 

• For direct pays and payments for professional services, invoices should be signed “OK 
  to pay” and with authorized purchaser’s signature and account code to be charged. 

• For payments for goods or services received under a purchase order that has been 
  approved by authorized manager, an invoice that matches the order and the packing 
  slip can be paid without additional approval. 

• For payments where a packing slip is not received such as catering or books, an 
  original invoice and PO should be filed. 

• If invoice is lost, the vendor will be asked to provide a copy. 

• If the packing slip is lost, an E-mail from the receiver will be filed attesting to the 
  receipt of the goods 

Direct Payments 
One-time or intermittent payment for goods or services equal to or less than $5,000 per transaction where a limited purchase order cannot be used. Purchases shall not be fragmented to avoid competition requirements for purchases over $5,000.
Types of purchases which are appropriate for direct pay (no prior purchase order) 

· Advertising; Postage; Licenses; Membership dues; Subscriptions / publications; Travel related registrations / hotel; Mailing Services such as FEDEX; Messenger Services; Water services such as Sierra Springs. 

OUR PROCEDURE:

Accounts Payable.

i. Fiscal Specialist 1 (FS1) receives an approved, date stamped receipt/slip with PO# and charge code from warehouse or program/division manager. Project managers shall indicate okay to pay, sign, and date invoice as their approval. 

ii. Primary FS1 verifies that goods or services have been authorized and received, then processes a Goods Receipt in SAP to generate document # which is forwarded to secondary FS1.

iii. Secondary FS1 processes an Invoice Receipt as part of a 3-Way match in SAP to make payment against PO# or Contract. Individual monitors and ensures Goods Receipts (GR) and Invoice Receipts (IR) are in balance.
iv. Direct Pay requires prior approval from supervisor/manager before being processed for payment.

v. Payments on Utilities-electricity, water, Verizon for Two-Way Radio do not need pre-approval to be processed.
vi. FS1 negotiates for early payment discount on advance prepayment of services. If staff is successful, the discount is adjusted off the invoice and balance paid to vendor.

vii. FS 1 runs Open Items Report (OIR) to balance all vendors which are identified to be paid for the week. Ensures all items on OIR are supported with proper documentation and maintained in a complete and orderly manner at the worksite. Finance Supervisor reviews and approves document.
viii. Original weekly OIR is signed by both Finance Supervisor and FS1, and then forwarded with copies of invoices $300,000 or greater to Central Accounts Payable by Monday 10:00 AM. It is acceptable to email Imaged copies of original authorized OIR to Central AP (—see Central AP MINT site for electronic OIR procedure). https://commons.multco.us/accounts-payable/open-item-report-email
ix. A/P notifies FS1 of any discrepancies that need to be corrected; if any exist, FS makes identified changes in SAP. Document reversals are approved and corrected by Finance Supervisor. 

x. Incorrect invoice can be adjusted by vendor with Credit memo offset or the re-issue of an invoice.

xi. FS1 maintains and files original AP documents in accordance with County retention policy (see Records Center Commons site for records retention procedures) https://commons.multco.us/document/1241/download
Procurement Cards 
To accomplish the timely reallocations of our billings in WORKS we must have these procurement card receipts as soon as possible. Internal and Plant Maintenance work orders are not affected by this requirement because they are not part of the WORKS program. Procurement cards are mainly used for the purchase of goods/supplies.
a) Finance staffs receive p-card receipts from assigned cardholders soon after purchases are made so the WORKS re-allocation can begin. Receipts should contain specific information of items purchased, not acceptable if receipt only has amount of purchase. P-card holder provides charge code and signature on receipt.
b) FS1 accesses Bank of America WORKS software and prints hardcopy of reported transactions. Places document in file to await the signed original receipts from cardholders
c) Finance staffs receive the bank p-card statements in the US mail; then review by matching the expenditure receipts to each statement as they reconcile the account in accordance with Finance Administrative Procedures.   
d) Finance staffs compile bank statement and receipts which are sent to the appropriate cardholders and their Manager/Supervisor for review and approval signatures.
e) Bank statement and receipt documents are returned to FS1 for journal entries to allocate charges to the appropriate cost objects. Upon completion they are forwarded to Finance Supervisor for review and approval signature no later than the 15th of the month.
f) This process should be completed no later than the date Gina posts them into SAP. Estimation for Gina posting to SAP is the first week of each month. 
Travel and Training
1. Employee completes Travel and Training request form and gets it approved by immediate Supervisor/Manager; then forwards document to DCS Director’s Office via interoffice mail for pre-approval to attend training/seminar.

2. Pre-approved document forwarded to FS Tech from Director’s Office for processing.

3. FS Tech researches training agenda and schedule to determine per diem for: out of state; mileage for personal vehicle use; and other fees; then scans the following forms: County T&T; waiver; per diem and emails documents to employee and supervisor for review and signatures.

4. Employee supervisor forwards package (actual originals) to DCS Director for review and final approval signature. The package is forwarded to Central A/P for processing from the Director’s Office if no payments are required for registration.

5. Otherwise, the Director’s Office returns package to FS Tech for further processing to pay for registration. If no further involvement is needed from Central A/P to process documents, FS Tech holds on to document package till traveler returns with original travel receipts.

6. FS Tech reconciles travel documents and sends copy of County T&T along with original receipts to Central A/P which makes all necessary adjustments to balance payments.

7. FS Tech makes copies of T&T; Travel Card monthly billing and registration to Central A/P and keeps copies of documentation in file on site.
https://commons.multco.us/document/1187/download
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