Weston Public Schools
Accounts Payable Processing

Finance and Operations Office
89 Wellesley Street
Weston. MA 02493

Procedure: Accounts Payable Revised Date: May, 2012

Policy: Source documents are to be maintained foratis@ctions.

The purpose of the Accounts Payable procedurepsaeide instructions on how to pay invoices angemses
incurred by Weston Public Schools.

Completed By: | Business Office Bookkeeper Reviewed By: | Assistant Superintendent for

Finance and Operations

Approved By: | Assistant Superintendent for Finance| Entered By: Business Office Bookkeeper

and Operations
Town Accountant

Form Title: Vendor Payments Estimated 3 weeks from review to checks

Time Frame:

Processfor Completion:

The accounts payable process includes:

1.
2.
3

4,
5.
6.
7.
8

9.

10.

Invoices are received in the mail by the Bookkegpffice.

Invoices are matched to corresponding PurchaserOrde

Approval for payment from the originator of the pliase is sought — either by receipt of signed vaugi
copy of purchase order, receipt of packing listpthrer written or verbal confirmation to the Bookkéng
office.

Invoices are ‘coded’ with the purchase order numbendor number, accounts payable warrant number
and general ledger account number to be charged.

Invoices are reviewed and compared to Purchaser @rémsure quantity, price, and total and exclusib
Massachusetts sales tax.

Vendor envelopes and tear sheets are providedrasfihe batch to accompany the checks to the eng
Invoices are entered for payment into MUNIS for tlext Town warrant.

Invoice proof is provided to the Assistant Supeniatent for Finance and Operations by 3pm on
Wednesdays.

The Director reviews and signs all invoices. Cctioms are brought to the attention of the Bookkagp
Office for clarification or correction.

Invoice batches are brought to Town Hall by 12 nooihursdays for check runs the following Thursday

For additional infor mation, please contact:

Name: Anne Keyes Email: keyesa@weston.org
Phone: 781-786-5237 Fax: 781-786-5279
External URL: www.westonschools.org
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