[image: image1.png]


Accounts Payable Audit Release
Checklist

Select Voucher ID to be reviewed
 FORMCHECKBOX 
 
“Business Unit” is OPMM1 or OWCM1

 FORMCHECKBOX 

“Vendor Name” is correct
 FORMCHECKBOX 

If invoice is for a service, “Withholding” box is checked

 FORMCHECKBOX 

“Invoice No.” agrees with the backup information
 FORMCHECKBOX 

“Doc Date” is the date the invoice is received
 FORMCHECKBOX 

“Accounting Date” is the date goods received or services rendered

 FORMCHECKBOX 
 
“Invoice Date” is the vendor’s invoice date
 FORMCHECKBOX 

Verify “Pay Terms”.  “Due Now” unless a discount is available.  Use the dropdown menu to if Pay Terms needs to be changed.

 FORMCHECKBOX 

Verify that “Total” is the amount of invoice.

 FORMCHECKBOX 

Review Invoice Line Information.  Is entry descriptive and clear?

 FORMCHECKBOX 

Distribution Line Information is correct
Select Payments Tab to verify Payments information and Payment Method
 FORMCHECKBOX 

Payment Method is correct
 FORMCHECKBOX 

Handling information is appropriate  
(RE = regular  RA = return check to agency)

 FORMCHECKBOX 

“Hold Payment” box is Unchecked

 FORMCHECKBOX 

“Separate Payment” box is unchecked unless payment is GIRO or ACH.

 FORMCHECKBOX 

Verify Vendor’s Remittance address agrees with address on vendor invoice.
 FORMCHECKBOX 

Review Payment Details Information

 FORMCHECKBOX 

Verify Payment Details and Payment Options
 FORMCHECKBOX 

Verify the Gross Amount

 FORMCHECKBOX 

Discount Amount ??or terms?? is correct
 FORMCHECKBOX 

Check the “Scheduled Due” date.  This date should be the current date or within a few days of the current date.

Under the Payment Options table at the bottom right side of the screen, Click on the “Go to Voucher Approvals page” link 

 FORMCHECKBOX 

If all of the information has been verified and is correct, change the Approval Information status from “Pending” to “Approved”.
 FORMCHECKBOX 

If the voucher needs to be “Recycled” or “Denied”, select the appropriate button.  In the “Comments” box add an explanation, your name and date.

 FORMCHECKBOX 

Hit the Save button at the bottom of the screen

 FORMCHECKBOX 

Close the Approval screen.  

 FORMCHECKBOX 

Stamp and date the backup paperwork using the “Audit Release Stamp

 FORMCHECKBOX 

Give the paperwork to data entry person for entry into the Set Aside database

 FORMCHECKBOX 

Voucher will be returned to Accounts Payable person.
PAGE  
1
Draft 4/12/2004


[image: image2.png]


_1108981684.bin

