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I.  INTRODUCTION

_____________________________________________________________________

Accounts Payable, a unit of the Office of the Comptroller, is primarily responsible for processing payment documents related to Purchase Orders, Payment Voucher Forms, Vendor Invoices, Travel and Business Expense Reimbursements and Non-Purchase Order (NPO) requests using the empac Accounts Payable Module, while complying with university, state and federal policies, procedures and regulations. Functions of this unit include the following: 


1.
Processing payment to vendors


2.
Verifying that adequate documentation and approvals exist prior to



 processing payments to vendors


3.
Collecting required data and paperwork necessary to establish new



 vendors


4.
Processing credit memos

5.
Maintaining support documentation for payments

6.
Providing assistance and direction to departments in settling disputes with

vendors


7.
Providing follow-up services on outstanding payments and resolving

vendor related  issues


8.
Monitoring vendor statements and investigating billing or payment errors 

A.  
ACCOUNTS PAYABLE OFFICE 

Office Hours: 

Monday thru Friday, 8:30 a.m. to 5:00 p.m. 

Phone: (978) 934-3470 
Fax: (978) 934-3004
E-mail Address: ask_ap@uml.edu
Physical Location: 
Dugan Hall

Mailing Address: 
883 Broadway Street, Room 200





Lowell, MA 01854-5103

Staff Members:

Denise Anastasopoulos
Rachel Godfrey 
Joanne Tellier

Norma Levasseur

Cori Lee

Sandra Lawler

B.  
MISSION STATEMENT

The Accounts Payable Department assists campus faculty staff and students in meeting their teaching, research, and operational needs by disbursing payments to vendors and individuals to whom the campus makes financial commitments. Disbursement services are accomplished in a timely manner, recognizing the importance of positive relationships with individuals and vendor; while maximizing university cash management through careful payment schedules, which is another primary goal.  Accounts Payable assures that disbursements meet internal and outside agency regulations. 

C.  
CUSTOMER SERVICE

Accounts Payable has instituted a new process to better handle inquiries from departments.  Email your questions to ask_ap@uml.edu. Please be specific regarding the information or policy clarification you are requesting. The emails are reviewed daily by the Accounts Payable Supervisor and forwarded to the appropriate Accounts Payable personnel for resolution.

Questions regarding student refunds may be directed to the Student Accounts Receivable office at 978-934-3570.

Please contact Chuck Gisondi, Comptroller at 978-934-3521 or email charles_gisondi@uml.edu concerning customer service comments.

II.  POLICIES AND PROCEDURES

The following are the only authorized methods of procurement of goods and services:

Procurement Card (ProCard): Campus personnel can be authorized a limited delegation to purchase goods via the procurement card. 

Purchase Order: All other requests for goods and services must be handled via a Purchase Order and may also require a contract agreement.

Employees may be reimbursed for small out-of-pocket purchases of emergency goods up to a limit of $250.  Out-of-pocket purchases should be made only when circumstances are such that the use of a regular purchase order is not practical.  This procedure does not, in any way, replace the established purchasing procedure.  Abuse of this policy may result in employee reimbursement disallowance. (Please see section III, for details)

All applicable purchasing policies are available on the web at http://www.uml.edu/procurement/
A.  
INVOICE PROCESSING

Processing Sequence 

When Invoices are received in the Accounts Payable’s Office, they go through the following processing: 

1. 
The mail is opened and date stamped. 

2. 
Vendor invoices are centrally filed, according to due date. Other payment requests such as payment vouchers, travel and business expense forms are processed upon receipt. Invoices, Payment Voucher, and Travel and Business Expense Approval Forms are further divided by business unit:

a)
Payments to regular vendors (UMLOW)

b)
Payments to Employees (ERLOW)

c)
Payments to Students (SFLOW)

3.  
Accounts Payable staff process invoices in batch, creating the “voucher package.”

4. 
Accounts Payable inputs data from the Invoice into empac Accounts Payable Module, which automatically assigns a sequential voucher ID number. 

5.  
The AP Supervisor picks up all voucher packages, reviews them, and authorizes check production with particular settings on the Control Groups. (Control groups for electronic invoices will be subject to the same review.)

6.  
Groups are then ready to be permanently filed in order by Control Group number. File drawers will indicate Control Group number ranges first, followed by voucher number ranges.

B.  
PAYMENT PROCESSING AGAINST A PURCHASE ORDER

To ensure that payments are made in a timely manner, the following guidelines should be used:

1.
If an invoice is to be paid against a Purchase Order, the vendor should send the invoice directly to Accounts Payable. If the vendor sends an invoice directly to a department, it should be forwarded immediately to Accounts Payable. 

2.
Accounts Payable will not make payments on the basis of other documents, e.g., sales orders, packing slips or statements.  The policy is to pay on the basis of original invoices. In the event the original invoice is totally unavailable, the department must attest to the fact that the invoice has been thoroughly researched and it is a true copy of an unpaid invoice. 

3.
empac defaults to a 3-way match for equipment and chemical orders: Purchase Order Costs and Quantities, Receiving, and Invoice. All these must match before Accounts Payable can make payment.

4.
The Accounts Payable Office processes invoices based on negative assurance.  Invoices that are greater than $1,000 will be sent out to the approver or designee, but will be paid unless the approver or designee notifies Accounts Payable in writing within five business days that the invoice should not be paid.  In general, payments will not be made with a negative assurance for blanket purchase orders; exceptions to this practice include payments for recurring monthly expenses and phone bills.  Invoices payable to those vendors will not be paid unless specific approval has been received to pay them.

5.
The Purchase Order and Invoice name must match. The Purchase Order must be issued to the company doing the invoicing and Accounts Payable must pay the vendor listed on the Purchase Order.

6.
Accounts Payable makes payments following the terms of the Invoice, e.g., net/immediate, net/10, net/30, etc. (Net immediate - the check will be in the next check run following processing of the Invoice; Net 30 - the check will be issued for payment within 30 days after the Invoice date.) 

C.  
PAYMENT PROCESSING FOR NON-PURCHASE ORDER (NPO) 
REQUESTS 

NPO requests include all payments not associated with a Purchase Order.  Because the NPO authorizes an outflow of University funds, it is important that the reason for the payment be fully documented.

The most frequently occurring payments by NPO are: 

Employee Reimbursement for Emergency Purchase of Goods less than $250

Travel Reimbursements

1.  
Guest Speaker/Lecturer Honorarium: 


Honoraria are processed on a Payment Voucher Form.


The following guidelines apply to honoraria payments: 

a. 
Honoraria are payments for one-time teaching or speaking engagements to individuals who are not employed by the University. 

b. 
Honoraria represent taxable income to the recipient. A 1099 is sent to the recipient and the IRS. All payments require a social security number and the completion of a W-9 and Vendor Information Form.

c. 
Honoraria should not be recurring to the same individual. 

d. 
Honoraria should not be confused with payments to employees or payments to independent contractors. The IRS has established "The 20 Factors" guidelines that should be considered when determining how an employee should be classified. Questions should be directed to the Office of the Comptroller.

If a department wants to encumber expected expenditure prior to an event: 

Use the purchase order system just like any other purchase. After the event, send the invoice with supporting documents directly to Accounts Payable.

If the payment voucher is being submitted after the services have been rendered: 

Complete the Payment Voucher form; the reason why the honorarium is being paid, and travel expense statement (if applicable.) Obtain approving signatures as required and submit directly to the Accounts Payable Office. Make sure the full name, social security number, and address are provided, in addition to the full chartfield string, which identifies the budget to be charged.

2.  
Nonresident Alien Payments:

Any payment being made to a nonresident alien requires special attention and  handling. 

Below is a summary of the requirements for paying a nonresident alien:

Because of the complicated tax laws and regulations for these payments we strongly request that you review the following or call Accounts Payable well in advance of making a payment request. Having the correct documentation will make the process much easier and faster. 

a. 
All payments made to or on behalf of a nonresident alien must be


reported to the Internal Revenue Service (IRS). 

b. 
In addition, all payments are subject to federal income tax


withholding unless they are specifically exempted by either U.S.


tax law, or by an income tax treaty. (There are tax treaties with


over 40 countries, each of which is unique and different.) 

c. 
Examples of accounts payable payments made to nonresident


aliens include, but are not limited to: 


Consultant Contracts (Contract for Services is required)


Honoraria


Travel Reimbursements

d. 
Each payment requires the review of certain key factors:

Visa Type 

U.S. Residency Status (U.S. citizen, resident alien,  nonresident alien) 

Substantial Presence Test

e. 
If a nonresident alien is exempt from federal income tax 


withholding because of either U.S. tax law or a tax treaty, that


individual must file the appropriate form

. 

f. 
ALL original paperwork must be submitted to Accounts Payable. 

3.  
Membership Dues: 

The ProCard is the preferred method for the processing of these transactions.  In lieu of 
payment by ProCard, a check payment may be requested using a Payment Voucher Form.

If a vendor’s invoice is unavailable for prepayment of dues and memberships, please use the application form or request a pro forma invoice for use as back-up material. 


When filling out a Payment Voucher Form for a membership prepayment, be sure


to indicate for whom the membership is for in the "Description" area of the


Payment Voucher Form.


4.  
Subscriptions and Periodicals:


The ProCard is the preferred method for the processing of these transactions.  In


lieu of 
payment by ProCard, a check payment may be requested using a Payment


Voucher Form to include the following:

a. 
Complete Mailing Address

b. 
Complete detailed information on where and to whom the subscription is to be sent is absolutely essential. Attach any backup material needed to insure that the vendor sends the subscription to the correct address. (This should be repeated each time you renew the subscription.) Without this information, a department’s subscription will be sent to Accounts Payable and they might not be able to trace it to an appropriate department. 

5.  
Registration Fees for Conferences and Workshops :

Complete detailed information on Registration Form including due date, Conference name, attendee name, and chartfield information from which to pay. Accounts Payable will arrange for the Registration Form to be mailed along with the check.

6.  
Travel Advance:
All travel advances processed by the University must meet the following guidelines:

a. 
Travel advances must be requested on the travel advance form that is available online at http://www.uml.edu/procurement/procurement_for.htm
b. 
Travel advances will be issued only to employees who are currently on the University payroll, who will be on UML business, overnight, away from home.

c. 
All travel advances will be issued in the form of a check made payable to the individual requesting the advance. Travel advances will not be issued in the form of cash. 

d. 
Travel advances will not be processed for amounts less than $100.00. The amount requested should normally be limited to estimated out-of-pocket costs, including the cost of meals, tips and tolls that will be incurred during the travel period.

e. 
Travel advances will not be issued more than fifteen (15) calendar days prior to the commencement of the trip without written justification.

f. 
Each travel advance request must be personally signed and dated by the individual requesting the advance.

g. 
Each travel advance request must be accompanied by a Travel Authorization.

h. 
Individuals receiving travel advances are personally responsible  for safeguarding the funds that have been advanced to them.

i. 
Pursuant to Internal Revenue Service regulations, the unused portion of any travel advance must be returned to the Cashiers Office within fifteen (15) days after the completion of travel.

j. Any advance that has not been settled within sixty (60) days after the completion of travel will revert to the university's debt collection process. That process may include deducting the advance from the traveler’s paycheck.  The employee can have no outstanding prior travel advance balances past due.  


k. All travel advance expenditures must be substantiated on a University expense report.

7.  
Employee Reimbursement for Emergency Purchase of Goods less than $250

a. 
Definition of Reimbursements

The preferred method of making small purchases for authorized departments is the use of the ProCard or eProcurement.

The essence of an emergency is time.  Emergency purchases should be rare and based on unforeseen circumstances.   In other words, normal purchasing procedures cannot be reasonably expected to provide the required goods or services within the needed time frame without the University experiencing operational or financial damages.   Poor planning does not constitute an emergency condition.

b. 
What can be reimbursed? 


Every effort should be made to use the University's regular purchasing procedures (Purchase Order, and ProCard). However, on occasion, employees need to expend their own funds and request reimbursement. Typically reimbursements are needed for meals and low-cost emergency supplies. Requests for reimbursements for items that can be purchased through normal purchasing procedures (e.g., large quantities of supplies, equipment items, books) should be rare. 

c. 
Policy and Procedure

· University departments are encouraged to use the campus ProCard or the eProcurement process whenever possible.

· The Accounts Payable office will process employee reimbursements for small dollar, emergency purchases for official university use up to a dollar limit of $250. 

· Small dollar reimbursements must be submitted to Accounts Payable within 120 calendar days of purchase.  Requests for reimbursements exceeding 120 calendar days must be further approved by the Comptroller. 

· An Expense Approval Form must be completed by the employee, all appropriate signatures must be obtained, a detailed justification must be provided and original receipts must be attached. The use of any other form will not be permitted.  The form may be found at http://www.uml.edu/procurement.
· No employee (including Principal Investigators) may approve his or her own reimbursement request. The approving authority must hold a higher University rank than the person being reimbursed.
· The reimbursement may not exceed $250.00 (exclusive of sales tax). The university through state statutes is exempt from the payment of Massachusetts state sales tax; therefore, the university will not reimburse employees for the Massachusetts state sales tax.
· For each individual receiving reimbursement, a separate Expense Reimbursement Form is required.
· Invoices may not be split in order to circumvent the small dollar purchase limit. 

· All regulations and guidelines regarding appropriateness of purchases will remain in force. This procedure does not in any way replace the established purchasing procedure.

· Below you will find a list of items that cannot be purchased through this process.  Some of these items may be purchased through the regular purchasing process, while others are not appropriate charges to the university in any instance.

Air conditioners / space heaters
Alcoholic beverages
Audio/Visual or photographic equipment
Advertising
Art work (pictures, posters, statues, etc.)
Birthday cakes or office celebrations/parties
Business cards
Clothing (excluding protective wear)
Donations of any kind
Dry cleaning services
Employee entertainment

Equipment
Fines and penalties
Furniture (tables, chairs, desks, lamps, etc.)

Home Internet Connection
Insurance
Kitchen appliances (coffee pots, microwave ovens, toasters, etc.)
Laundry services
Meals (departmental meals comprised entirely of university employees)

Office Supplies (must be purchased through WB Mason)

On-line Auction Purchases
Outdoor signage (except by Facilities Operations) / paint
Personal furnishings (briefcases, pen sets, etc.)
Plants and shrubs (except by Facilities Operations) 

Professional or personal services of any type
Purchase from a university employee or their immediate family
Sporting goods (except by the Division of Athletics)
Stationery
Telecommunications equipment

e. 
Approvals for Reimbursements 


No employee may approve his or her own reimbursement request. The approving authority must hold a higher University rank than the person being reimbursed. 

f. 
Reimbursements to More than One Individual 


For each individual receiving reimbursement, a separate Expense Reimbursement Form 
is required.


8.  
Travel Expense Reimbursement:


Once the travel is complete, the traveler should complete the appropriate


portion of the 
Travel Reimbursement Form showing all amounts to be


reimbursed to the traveler. This form is then forwarded to the Accounts


Payable’s Office. All necessary original receipts must be attached. 

Travel policies and forms are available at: 

http://www.uml.edu/procurement/Purchasing_Policies/Purchasing.html
D.  
CHECKS
Checks are printed on Tuesdays and Thursdays.

The most frequent invoice terms are "net/30" meaning that the check will be processed for payment within 30 days from the invoice date.  However other terms are possible if they are specified in the invoice. 

Note: Other terms are available which permit the university to take discounts based on the payment date. For example “2/15, net/30” means that the University receives a 2% discount if payment is made in 15 days, but has 30 days to pay the full amount. 

a. 
Processing Time

Remember that checks are not necessarily written immediately. They are written in accordance with the terms of the Purchase Order and Invoice. If the terms on the Invoice are different from the terms on the Purchase Order, Accounts Payable usually uses the terms on the Purchase Order unless a discount is involved. 


b. 
Checks for Specific Dates or Events 

Accounts Payable can prepare a check for a department in preparation for a particular event such as presentation at an award ceremony. Submit your Payment Voucher Form early (at least 10 working days lead time is preferred; more if a Purchase Order must be issued) and specify the date by which the check is needed.


c. 
Mailing a Check 

When a check is written, it is mailed to the recipient's address as provided on the invoice or Payment Voucher Form, provided that this address matches the address on record in the Vendor File.


d. 
Holding a Vendor Check for Pick-Up 

Holding a check for pick-up is considered special handling and must be requested in advance.  Checks are usually available after 12:00pm on the day following the check printing. 

We strongly discourage a vendor picking up a check.  Checks may be released to a department representative.  Checks that are to be picked up are held for a maximum of five working days.  After that time, the check is mailed to the recipient. Usually a reminder call is made to the department before mailing the check. 

E.  
STOP PAYMENTS:

The usual reasons for requesting a Stop Payment on an Accounts Payable check are as follows:

(
The vendor or payee did not receive the check 

(
The check has been lost or stolen 

(
The check was written to the wrong vendor/ payee 

a. 
Importance of Correct Address 


Stop Payments are requested most frequently for checks that have been sent to an incorrect or outdated address. When a check is mailed to an incorrect address, Accounts Payable initiates a 10-day waiting period before a Stop Payment is placed 
on the check. This is to allow time for the U. S. Post Office to return the check to the University as "undeliverable as addressed." Accounts Payable can then re-mail the check to the correct address. Please take the necessary steps to verify addresses before requesting an Accounts Payable check. 

b. 
Contacting Accounts Payable 


If a stop payment is needed, contact the Accounts Payable Office directly. 


Accounts Payable places the stop payment with the bank immediately.  
Departments can expect a new check to be issued ASAP.

F.  
CREDITS

a. 
Definition of Credits 


In the context of Accounts Payable, credit transactions are reversals of expenses. They represent money coming back to the University because of a previous overpayment to a vendor; agreement by the vendor that goods were not received or were unsatisfactory; or for another similar reason. Credits are usually generated via vendor credit memo. 


Please be aware of the following: 


-
Credits to expense (reductions of expense) do not trigger an 
increase in the amount of the corresponding Purchase Order 


-
Consequently credits do not impact the encumbrance amount 



recorded in the General Ledger 


b. 
Credit Memos 

Many vendors issue a credit memo instead of writing a refund check when they owe money back to the University. The credit memo is the vendor's written statement that
money is owed back to the department and that the University has the right to pay a lesser amount when Accounts Payable issues the next check to that vendor.

Usually the vendor sends the credit memo to Accounts Payable. If the vendor sends it to the department, it should be forwarded to Accounts Payable as soon as possible. Please make sure the correct Purchase Order number is clearly indicated on the credit memo. 

Credits memos are applied immediately. 


c. 
Credits Processed in Error 

If a department finds that a credit has been processed in error, please inform 
Accounts Payable. If the check from which the credit is to be taken has not yet been issued, the credit entry can be reversed from the system. If the check has been issued and the credit has been taken, the department should submit a Payment Voucher form to Accounts Payable for a payment in amount of the credit so that Accounts Payable can repay the vendor. 


d. 
Effect of Credits on Purchase Order Balances 

Credit memos should be used to reduce the remaining commitment on its respective P.O. (if still open) because the ultimate cost to the campus has been reduced.

G.
WIRE TRANSFERS:

Wire Transfers are used for payments to vendors outside the United States banking system. Payments to US residents or corporations with US bank accounts should be made by ACH.

All wire transfers (like all other payments from the University) are processed by the Accounts Payable Department. Please follow the procedures detailed below to ensure that your wire transfer request is processed as efficiently as possible.

a.  
Wire Transfer Procedures


The Wire Transfer Form


Please use the Wire Transfer Form and forward your request to Accounts Payable.  Please follow the directions below. Your adherence to these directions will ensure 
faster and more accurate processing of your payment.  In order to send a wire you need to obtain the following information from the PAYEE/VENDOR:


Amount – Please write in the exact amount of the transfer and the full name of the type of currency (e.g. Euros, US Dollars). 


Note: When at all possible wires should be sent in US Dollars.

1.  
For Domestic Wires:  

Payee Information:


Please provide the Payee’s name and address as noted on account at the bank.

Bank Information: This is the name of the Bank where the Payee has the account.  Please provide the Bank Name and Bank Address.  

Please note the ABA/Routing Number - A unique nine-digit number (e.g. ABA 021000021) assigned to each banking institution, used to identify the bank and direct ACH debits and credits. The ABA routing number is usually found at the bottom of a personal or business check. 


2.  
For Foreign Wires:

Beneficiary Bank Name –This is the name of the Bank where the vendor has his account. Please provide the address of the bank with any relevant branch information.

 It is also important to provide the following information:

Beneficiary ABA/Routing Number/Swift Code – The beneficiary’s account number at the beneficiary bank. 

Please note the following specifics regarding foreign banks:


Swift Code (e.g. CHASUS33) and or, 


Chips UID (6 digit number e.g. CH254457)


IBAN, if available


Sort Code is required for banks in the United Kingdom


BLZ is required for banks in Germany

Note: In cases where there is a correspondent bank, it is preferred to get the beneficiary bank’s account number at the correspondent bank. 

Correspondent Bank – This is an intermediary bank that will send the money to the 
beneficiary bank. Please provide the full address of the bank and the following information based on where the bank is located

	Request for Wire Transfer
	
	Treasurer's Office Only

	
	
	
	Voucher Type

	
	
	
	 
	
	 

	Fax to: Phil Marquis
	508-856-4701
	
	Purchase Order
	Express

	Date:
	 
	
	 
	 
	 

	Requested By:
	 
	
	Update
	 
	New

	Phone:
	 
	
	voucher # if NEW
	 

	Fax:
	 
	
	Bank Auth #
	 
	 

	Approved By:
	 
	
	TR Reference #
	 
	 

	
	(Please Sign Name)
	
	
	
	

	
	 
	
	
	
	

	
	(Please Print Name)
	
	
	
	

	
	
	
	
	
	

	Bank Information (Required)
	
	
	
	
	

	Amount
	 
	
	
	
	

	Currency (USD/Other, please specify)
	 
	
	
	
	

	(Exchange Rate - Treasurer's Office Use)
	 
	
	
	
	

	Bank Name
	 
	
	
	
	

	Bank Address/Country
	 
	
	
	
	

	Bank ABA  (primarily US Banks)
	 
	
	
	
	

	SWIFT CODE ( Used by Foreign Banks)
	 
	
	
	
	

	Bank Account Number
	 
	
	
	
	

	Bank Account Name
	 
	
	
	
	

	Reference Information
	 
	
	
	
	

	
	
	
	
	
	

	Chartfield Information
	
	
	
	
	

	PO  Number (use only if PO Voucher)
	 
	
	
	
	

	Voucher ID 
	 
	
	
	
	

	Business Unit
	 
	
	
	
	

	Vendor Name
	 
	
	
	
	

	Vendor ID Required
	 
	
	
	
	

	Vendor Location
	 
	
	
	
	

	Invoice Date
	 
	
	
	
	

	Account 
	 
	
	
	
	

	Fund
	 
	
	
	
	

	Department
	 
	
	
	
	

	Program
	 
	
	
	
	

	Project/Grant
	 
	
	
	
	

	Description
	 
	
	
	
	

	
	
	
	
	
	

	If monies are to be wired in USD a corresponding US bank is necessary:
	
	
	
	

	Bank Name
	 
	
	
	
	

	ABA Number
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