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Title: Procedure for processing of Accounts Payable invoices from a copy or facsimile.
Statement

This procedure is established to document the procedure to prevent duplicate payments
due to the payment of invoices from a copy or facsimile.

Purpose

To provide The University Corporation, (TUC) with a procedure that requires
certification that records were checked prior to paying invoices from a copy or facsimile
to prevent duplicate payments.

Procedure

When the Accounting Department is presented with a copy or facsimile of an invoice for
payment, it is the responsibility of the respective Accounting staff member to ensure that
a “Certification of Expenditure” sticker be placed on the copy and signed by the account
director prior to processing for payment. By virtue of this sticker the account director is
verifying that the copy is to be considered the original invoice and that he or she has not
and will not receive the original invoice. In addition, prior to processing the invoice the
respective Accounting staff member will verify that the invoice number is not a duplicate
in the PeopleSoft system.
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