
G d inter "'' con rel policies mandate that all vendor in oices, r ~ardless of e pe of 
_.ccoun s a able r nsaction must be sent d1rectJy to t e Business O ice. Routing '111 
n\Otccs o one ocation helps ensure that they are property recorded, classified and 

O""c:S a on tlmely basis. Accour.ts pa able include not c tv merc.handise or 
r t~r als but afso mployee travel .penses, utilities, rent and all other obligaticns of 

e College. Once r 0 cei\led In he Business Office, ,t should be clocked in. 

e ccounts pa able process is first Initiated through a purchase or c eek requis tion. 
purchase requisition Is used as the veh cle 'to obtain appropriate authori...ation to 

bl ga e he Collcg~~s budget. An approved purchase requ1sit1on serves to t. 1gger tne 
rocure,n nt proc1:,;SS hat ultimately results in the issuance of an approved purchase 

order. c eek requasi ion is used as he .ehicle to obtain approval to issue a check for 
Ir cdy bh a· transacfons sucn as tetep one, u lltles, payroll a ·es, ban transfers, 
n • lo n nd fease payments. 

Once t ender mvoioe is received, prop rly matched to the aoplicaote Purchase 
PeQu1 ·1t1on nd Purchase Order, and receipt of goods/services , nfied, t e Accounts 

Payabl - Accoun ant proceeds o pr,ocess the valid payable ror eventual check 
prepara mn bas d on the ·erms of payment. The Accounts Payabf Accountant rev ews 
• I p ro ·d c • reqursitions (along 1th proper supportin docum nta·ion) · nd 

,.. r oar s c eek b s d on • e mstructions on e ch ck requisition. 

https://Accour.ts

