ACCOUNTS PAYABLE POLICIES AND PROCEDURES

............................................................................................................……………..
INVOICE PROCESSING PROCEDURES-UNIVERSITY/FOUNDATION

In an effort to improve the efficiency of the invoices processed between the University and the Foundation, a new invoicing procedure has been developed.  We hope this new procedure will efficiently process the invoices and significantly reduce the amount of time and cost involved with paying the invoices between the Foundation and the University.  All invoices between the University and the Foundation will be processed and paid automatically within thirty (30) days of being received by the University and or Foundation’s accounts payable departments.  In order for the Foundation’s invoice to be paid by the University it must include the University’s PeopleSoft chart field string or purchase order number to be charged.  In order for the University’s invoice to be paid by the Foundation it must include the Foundation’s project # or purchase order number and if available object # to be charged.  
If the department being charged has a disagreement with the University and or Foundation, the department has thirty (30) days after the payment has been posted to the department’s project to contact the department that initiated the charge to resolve the disagreement, see list of initiating departments for further contact information.  

If the amount(s) in question is not resolved within forty-five (45) days after the payment was posted, the department may bring the matter to the attention of the Associate Vice President of Finance and Administrative Services for the University and the Chief Financial Officer for the Foundation who will review and discuss the matter and together make a decision within sixty (60) days after the payment was posted to the department’s project. 

If the Associate Vice President of Finance and Administrative Services and the Chief Financial Officer of the Foundation cannot agree on the matter then the amount in question shall be resolved by the Vice President of Administrative Affairs for the University who shall decide the matter within seventy-five (75) days after the payment was posted and whose decision shall be final.

Following is a list of department contacts:
 Foundation Department List

Department




Contact Name 


     Extension 

Bronco Bookstore



Account Specialist


4693

CTTi Books




Account Specialist


4693

Kellogg West




Account Specialist


2278

Los Olivos




Account Specialist


4273

Campus Center Marketplace 


Account Specialist


3187

Foundation Housing 



Assistant Dir. Housing Operation
4158

Foundation Accounts Receivable Dept.

Account Specialist


4807
University Department List

Department




Contact Name 


Extension 
Facilities Management:

Utilities





Accountant


3031
Work Orders/Vehicles



Admin Analyst


3037
Procurement & Support Services:

Mail /Postage




Coordinator

  
3349

Graphics & Bronco Copy n Mail

Acct Technician

6843

Instructional & Informational Technology:

Support Equip/Media Distribution

Admin Coordinator

6301

Media Vision




Media Svcs. Coordinator
6312

Telephones




Telecom Svcs Analyst

6343

Lease of Facilities



Licensing Fac. Coordinator
3387

Public Safety




Admin Support Coordinator
3068

University Accounts Receivable


Fin. Rep Specialist

3024
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