Guidance to Officers on the Payment of Invoices
General Information
1. As the Council operates from a number of sites it is important that suppliers know who and where to send their invoices. It is therefore essential that the correct details are given to suppliers via the Oracle Financials purchase order or by telephone to avoid unnecessary delays due to lost invoices.

2. The Payments Section operates a weekly payment run.  The process picks up all invoices entered into the system that are due for payment (based on the suppliers payment terms if entered on Oracle or if nothing is entered the next scheduled BACS payment run). The payment run is undertaken every Wednesday and means that suppliers paid by BACS will receive payment into their account on the Friday. If the supplier is paid by cheque it is posted 2nd class on the Thursday.

3. It is important that invoices are received by the payments office before 12:00 Noon on the Wednesday so that they can be input and included on the Wednesday payment run. Invoices received Wednesday afternoon onwards will not be paid until the following Wednesday.
Invoice Processing

In order to maintain our prompt payment record All invoices must be dealt with promptly following the procedure detailed below:-
1. Upon receipt of the invoice into the organisation a date stamp MUST be used to register the date the invoice has been received.

2. Invoices must be processed and passed for payment as soon as possible.  Officers must ensure arrangements are in place to provide processing cover for any extended periods of leave, sickness or other absence (e.g. training) which may arise. Invoices must not be left in filing until the supplier starts chasing payment or the primary officer returns.
3. Ensure the invoices are correct, i.e. that they add up, VAT is shown correctly and it is for the correct value before passing to payments. The invoice also needs to be the original or a certified copy. Statements and reminders are not acceptable.
4. Invoices must be checked to make sure they agree to the purchase order and amended where necessary. If the quantities and prices on the purchase order match correctly to the invoice then the purchase order can be receipted.  The invoice can then be passed to the payments section with the purchase order number highlighted.
5. If there is a query with the invoice this should be resolved by the buyer and it is the responsibility of the buyer to get credit notes from suppliers before the invoice is passed to payments. Further information on disputed invoices can be found below.
6. Invoices that require urgent payment should be marked urgent so payments can ensure that they get paid on the next available payment run.  Urgent invoices received in payments on or after Wednesday lunchtime can not however be included on that Wednesday payment run.

7. Invoices received into the payments section are entered into Oracle Payables as soon as possible. Where a purchase order has been used the invoice will be matched to the order. If for some reason the invoice differs from the purchase order the invoice is normally placed on hold. Payment cannot be made until the hold is released. All officers with access to purchasing are able to run their own ‘holds’ report which gives details of why there is a hold on each invoice, this report should be run at least weekly. It is important that prompt attention is given to clearing ‘holds’ so that the invoice is released for payment.
8. Please contact Payments should you need any clarification on the process outlined above
Invoices in Dispute

Any invoices in dispute which are sent through to payments must be clearly marked ‘In Dispute’ and have some narrative to explain the reason for the dispute. To assist with this there is a pro-forma (below) which must be attached to all disputed invoices before sending to the payments section. 

The following are possible reasons for an invoice being in dispute:-

1. Invoice was sent to the wrong address within the organisation.  This applies only if the supplier has been specifically requested to send their invoice to a certain department within the organisation.

2. Faulty goods have been delivered and payment of the invoice has been delayed until the goods have been replaced.

3. Original invoice has been queried and a credit note is to be issued – Both of these should be marked as being in dispute.

4. Payment is on a copy invoice, where this has been requested due to non-receipt of the original.

Invoices that are in query within the organisation for the following reasons CANNOT be labelled as a disputed invoice:-

1. Awaiting re-approval of Purchase Order;

2. Query regarding the coding of the invoice;

3. Awaiting virement of budget;

4. No cover available when staff are off sick or annual leave;

5. Or any other query not involving the supplier;

For goods received after the date of the invoice, the default 30 day payment starts from the date the goods are received.  It is important that officers ensure that when receipting the order on Oracle they enter the actual date of the receipt of the goods, not the date of when they entered the receipt.

For further guidance on this please the Accountancy Section.
	DISPUTED INVOICE

	 
	 

	Please tick one of the options below which best describes the reason for the dispute and attach to the invoice:-

	 
	 

	 
	Invoice was sent to the wrong address within the organisation.

	 
	Faulty/Incorrect goods have been delivered and you have delayed payment of the invoice until the goods have been replaced.

	 
	Original invoice has been queried and a credit note has been issued – Both of these should be marked as being in dispute.

	 
	Payment on a copy invoice, where this has been requested for not receiving the original.

	 
	Other - Please provide further information:-


