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Invoices

What is your 1%t step?
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What is required for a proper invoice?
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What do you do with an improper invoice?
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What do you do with an invoice that you
do not have a PO for?
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Requisition Efcry

What are the items to check on the entry
screen?




PO Cnange Orders
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Clear and concise Scope of Work -
Include history & background

What do you want the vendor to
provide

What do you want the end product to
De

Do you have a time frame

_ocation of project

What, When, Where, Why and What
do you want to accomplish

Correct GL Account Numbers
Funding is in the GL Account




City nieeds widgets
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Dept. Researches
Dept. has need . e

Dept. completes _
Solicitation Request Dept. determines

: Formal Bid is
form & emails to _
PMD Required

PMD determines
type of bid & PMD writes bid &
researches sources contract documents
& may request RFI




PMD sends draft
for review to all
relative
departments

PMD issues all
committee addenda and
members & pre-bids

PMD analyzes PMD opens bid if
PMD sends to bid results for more than one

: response or
b esponse 0

dept. for extends bid

recommendation conformance & opening &
vendor research

evaluation suppliers

PMD prepares Council Agenda Request form and
submits for Council approval
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DEPARTMENT YEAR END PROCESSES
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Requisition/Receiving — Gina Jolly

Purchase Order/Change Order — Gina Jolly CC
Shelby. Reisinger

Copier —OMB Secretary (CC Brenda Leo)
Pest Control — Brenda Leo ( CC OMB Secretary)
Mowing —Brenda Leo

Toner — Vickie Smith/OMB Secretary



WO TO CALL




THANK YOU FOR
COMING TODAY!




Prompt Payment Act 218.7--

e To provide for prompt payments by local
governmental entities and their
institutions and agencies.

e (b) To provide for interest payments on
late paym
governmen
institutions an

e (¢) To provide fo
process for payment



Prompt Payment Act 218.7--

e (2) Itisthe policy of this state that
payment for all purchases by local
governmental entities be made in a
timely manner.

e S 218.70:80

Not VISA Pay




Construction City No CEL Agent
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e Timely payment —The time at which
payment is due for a purchase

e (1) The date on which a proper invoice is
received by the chief disbursement
officer of the local governmental entity after
approval by the governing body, if
required; or

e Not VISA Payments!!!



e (2) If a proper invoice is not received by
the local governmental entity, the date:(a)
On which delivery of personal property is
accepted by the local governmental entity;

e (b) On which services are completed;
e (c) On which the rental period begins; or

e (d) On which the local governmental entity
and vendor agree in a contract that
provides dates relative to payment periods;
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“Construction services” means all labor,

services, and materials provided in connection
with the construction, alteration, repair,
demolition, reconstruction, or other
improvements to real property.

Same rules apply
Must be a proper invoice

Must be stamped/dated when received (CEI &
City)



Invoice Date- Critical

AlINRVvoIcesT must beimarked when
Leceived: AlINRVoeICES ane emJJJeJ LONhE
HiECENDEPaLMIERTEN J ENCEPUMERENINE

clzita of rdedigt 5iirle clziie of Enlel pnlelll clplel |f
dep:Jrz HERRISIPHALNG S thE CaETNEEUSIONIE
WIMENSIEMPECROIRWHEENTCRNRAVOICE

IENEVIMENREUENEaLES Jr dNeCaINgOVEMmERtal
UE/AOIRGIIE r),Jr(“r ASEI0IFJO0MES O SERVICESHS

USINESSIEaYSHaiitEIRECEI PO PIOPE];

IRVOICENSHECEIVEE



Proper Invoice

AU HIGUENRVOICENNURMES

SDELCINOTILEMSI PHOVIGEANAS PERCONLIECEO
Rl ase Oraer

ORI EHIUMBER

FSIdhetirESHIBREGUIFERMIVACOntaCL
—REIECSESIOMNIENS

\7

OUERCONtECHREGUIEMENTS




Not a Proper Invoice
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