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PROCEDURE:  REQUEST FOR INVOICE

If a Receiving Report, Form AC-420, is sent to Accounts Payable indicating that goods or services have been received and Accounts Payable has no invoice from the vendor for the goods/services in question, the following procedure will apply:

I.
After thirty (30) days have passed without receipt of an invoice, a Request for Invoice, Form AC-490, will be sent to the vendor promptly by Accounts Payable via certified mail, return receipt requested.  This invoice will state that in the event we do not receive an invoice within twenty (20) days the college will assess a storage fee of $1.00 per day.

II.
The Request for Invoice will reference the purchase order number and a general description of the goods/services received.

III.
A copy of the Request for Invoice will be sent to the ordering department.

IV.
When the 20 days specified in the Request for Invoice has elapsed without receipt of an invoice, the ordering department's budget will be charged for the purchase and a payable account will be established.

V.
Each June 30, the payable account will be reduced by the number of accumulated days times $1.00 and the storage fee revenue account credited.

VI.
If an invoice is received anytime prior to the elimination of the payable, the vendor will be paid the balance remaining.
History:
Adopted - 6/24/85.  Amended - 10/17/89.  Effective - 10/24/89.
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