ACCOUNTS PAYABLE AND POLICIES PROCEDURES 

……………………………………………………………………………

Accounts Payable Check Distribution by Accounts Receivable Department

· Checks To Be Mailed
· Checks To Be Picked-Up
· Exceptions

· Check Distribution Log

……………………………………………………………………………………………………….

The Accounts Payable Check Register and Accounts Payable Check Distribution Log sheet will be given to the Accounts Receivable Department with each group of checks to be distributed. 

The Accounts Payable Check Distribution Log must be completed for each group of checks and kept on file with the Accounts Receivable Dept.  

Checks To Be Mailed:

1. Checks must be placed in outgoing US mail after the checks have been counted and verified by the Accounts Receivable Department.

2. Checks may not be left in mail bin overnight--must be kept in the Cash Room vault until next day US mail pickup. 

3. Checks may not be mailed to campus addresses via campus mail.
Checks To Be Picked-Up:

1. ID is required for pickup of all checks.

2. The person picking up checks must sign the check register for each check received.

3. Checks picked up by someone other than the payee requires written authorization from the payee, or, the authorized signer of the project charged.  This authorization is attached to the back of the signed Check Register sheet.

4. Checks for pickup are held for two (2) working days and mailed on the third working day if not picked up.  The check mail date will be noted on the Accounts Payable Check Distribution Log sheet, which will be given with each group of checks to be distributed.  (See list of exceptions below)

Exceptions - These checks cannot be mailed

Checks to:

· US Postmaster

· Petty Cash-(Custodians name will appear on check)

· Checks for Foundation Employment Services
· UET Checks for Foundation Accts Receivable
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	Place checks to mail in outgoing mail (US mail)
	
	

	
	
	*Checks may not be left in mail bin overnight—keep in the Cash Room vault)

	  
	Checks  to Call (for Pick-up)
	
	

	
	
	
	
	

	
	
	File checks in date order (keep in locked drawer during business hours)

*Checks are held for two(2) working days and then mailed if not picked up (SEE LIST OF EXCEPTIONS BELOW)
	

	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	

	
	
	
	
	

	
	
	ACCOUNTS PAYABLE STATISTICAL INFORMATION
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* Void checks will be given to the Financial Systems Dept.
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