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Accounts Payable - Work Flow

NEVER PLACE AN ORDER FOR GOODS OR SERVICES WITHOUT A PURCHASE ORDER NUMBER

1. REQUESTER:    Teacher, Aide, Coach, Facilities, Technology, Therapist, Chef
· It is the Requester’s responsibility to identify need and establish specifications for purchase.  Work with new vendors to establish “charge account” confirm they accept Purchase Orders, instruct vendor to use 40 Linnell Circle as “bill to” address or e-mail invoice to accountspayable@valleycollaborative.org.  
· If you absolutely MUST have a check in advance for field trip or purchase, get prior approval from the Business Office.  Sign and date your PO write “create check” and the amount; send to the Business Office to be included in next check run.  ASAP after event or purchase, send receipt to Business Office attached to check stub and PO marked “PAID”. 
· Field trip POs – enter “trip date” in the description if you know it; otherwise, write it in pen the day of event.  This information assists field trip vendors with their billing.

2. [bookmark: _GoBack]ORIGINATOR:    Principal, Department Manager or other designee:  Assist the Requester in selecting appropriate vendor, account number, or quotes.  Attach field trip rationale/curriculum frameworks for all day trips off campus.  Enter requisition into Infinite Visions – click submit for approval.

3. PRINCIPAL - APPROVER:    Program Principal:  Comprehensive review of requisition, consult with Business Office on anomalies.  Approve, deny or push back for correction and clarification if necessary.

4. EXECUTIVE DIRECTOR:  Approve spending.

5. BUSINESS OFFICE:  Review requisition for account number verification and accuracy.  Approve and Create PO.

6. ORIGINATOR:    Principal, Department Manager or other designee:  Deliver PO to the Requester - paper copy and/or electronic copy available.  Assist Requester with the “Receiving Process” for prompt invoice payment.

7. REQUESTER:    Teacher, Aide, Coach, Facilities, Technology, Therapist, Chef
· Always deliver PO or PO# to the vendor when placing order.  PO# should appear on all packing lists and invoices.   

“Receiving Process”    ** if your signature is illegible… PRINT your name**
· The REQUESTER is responsible for documenting when goods or services have been RECEIVED.  Sign & date PO - write “OK to Pay items received” staple ORIGINAL receipts, packing slip or delivery confirmation to PO and deliver interoffice to Gail DeGregory for payment.

· If you paid in advance with Valley Collaborative check obtain a receipt, staple to check stub and PO marked “PAID”- deliver this to Gail via interoffice.   

· [footnoteRef:1]Direct vendor inquiries regarding payment or invoice discrepancies to Gail at accountspayable@valleycollaborative.org  [1:  ] 
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