ACCOUNTS PAYABLE POLICIES AND PROCEDURES
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Purpose

This procedure is established to facilitate the accurate record keeping of Tax Identification Numbers (TIN) within the Foundation’s Person/Entity database.

Procedure  
1. A Vendor Data Record http://foundation.csupomona.edu/financial/forms will be sent to all new vendors for the payment of services or rentals to be completed and returned to Foundation. 
2. The vendor is contacted by phone for their TIN and tax status.  The date, name of the person called, TIN and tax status is noted on the invoice or Disbursement Voucher.  
3. A Vendor Data Record is faxed to the vendor with instructions to return the signed and completed form by fax. (Sections 2 through 6 of the Vendor Data Record must be completed (as applicable); the completed form must be signed by an authorized representative of the vendor). 

4. The vendor is also instructed to return the signed and completed original by mail.  A vendor number is not assigned and payment is not issued until the completed fax copy is received. 
5. Payment of services or rentals will have the code CC or RE written next to the amount, if the vendor is not incorporated. These codes are entered in the accounting system to facilitate 1099 reporting. Legal firms and medical firms/clinic will have CC noted for services, even if they are incorporated. 

6. Payment to employees for reimbursement does not require a Vendor Data Record. 
7. For payments of services/consulting (CC), royalties (RO), prizes or awards (PA), an invoice with TIN, or, in lieu of a Vendor Data Record, a completed and signed Services Invoice or Agreement for the Performance of Consultant Activity (http://foundation.csupomona.edu/financial/forms) may be submitted with the Disbursement Voucher.  If the appropriate invoice or form is not submitted with the Disbursement Voucher the department requesting payment is notified and must arrange for the completed form to be sent to the Accounts Payable Dept.  If the completed and signed Services Invoice or Agreement for the Performance of Consultant Activity is returned by fax , the completed and signed original must also be returned by mail.  A vendor number is not assigned and payment is not issued until the completed fax copy is received. The codes CC, RO, PA are written on the Disbursement Voucher and are entered in the accounting system to facilitate 1099 reporting.

8. When the vendor returns the completed Vendor Data Record a vendor number is assigned in the Person/Entity Database.  If the vendor is incorporated and the vendor is not a legal or medical firm or an individual, D is entered under 1099.  If the vendor is Sole Proprietor Y is entered under 1099 and the Association Assignment screen is updated to record the owner’s name. The original Vendor Data Record form is filed in the Log Book for that calendar year. 
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