SCP-State Pay Vendor Invoicing and Claim Requirements


SAM - Chapter 8400 

 8422.1     INVOICES AND VOUCHERS

(Revised 9/91)

Original invoices will be included in claims presented to the State Controller's Office.  If agencies cannot obtain original invoices, the State Controller's Office will accept for payment carbons, dittos, photocopies, or other forms of copies which clearly were sent by the vendor for billing purposes.  Invoices marked "Office Copy," "Packing Copy," or "Duplicate Copy" will be accepted by the State Controller's Office only if the following information is placed on the invoice:

This bill has been checked against our records and found to be the original one presented for payment and had not been paid.  We have recorded this payment so as to prevent a later duplicate payment.

Signed:_______________________

Accounting Officer

A copy of each invoice will be included in the agency copy of the claim schedule which will be filed in the agency accounting office (see SAM Section 8422.2).

The first step in the claim procedure is the determination that invoices are proper for submission to the State Controller's Office for payment.  Invoices will comply in form and content with Rules and Regulations of the State Board of Control.  Also, the agency will determine that: (1) items invoiced have been received, as evidenced by stock received reports, (2) payment has not previously been made (this may be accomplished by reference to the agency's remittance advice file or other agency records), (3) invoices comply with provision of purchase orders, Sub-Purchase Orders, contracts, leases, service agreements, and similar documents, (4) cash discounts have been taken, (5) authority existed to obtain the goods or services, (6) freight charges in excess of $200 on invoices are supported by prepaid freight bills approved for payment by Traffic Management, Department of General Services (excluding those which are exempted from approval by SAM Section 3851.1), and (7) other freight and transportation invoices have been approved for payment by Traffic Management (excluding those which are exempted from approval by SAM Section 3851.1).  (See Sam Section 8780.1 for audit of Workers' Compensation invoices and SAM Section 8113 for additional information on Discount invoices.)

Agency verification of the arithmetical accuracy of invoices for correctness of price extensions, correctness of totals, and the calculation of discounts and tax will be limited as follows:

Agencies will not verify the arithmetical accuracy of invoices from other State agencies. 

Agencies will continue to audit travel expense vouchers.  However, agencies will limit their verification of the arithmetical accuracy of other invoices of less than one hundred dollars ($100) from other than State agencies to approximately five percent of such invoices received except that if they consider it necessary, agencies may increase this sample when they verify special types of invoices not received by other State agencies. 

Agencies will limit their verification of the arithmetical accuracy of invoices from $100 to $1,000 for the following items to approximately 10 percent of such invoices received: 

Gasoline, oil, lubrication, and other products and services obtained by oil company credit cards; Telephone and telegraph services; and Electricity, water, sewage, and piped gas.

The purchase order number or contract number will be shown on copies of purchase invoices except those for non-contract purchases by Sub-Purchase Order.  In addition, the estimate number will be shown on the duplicate copies of all invoices relating to goods ordered by purchase estimate.

Refer also to SAM chapters on Travel, Section 0700, et seq., and on Traffic Management, Section 3800, et seq.

Invoices or vouchers containing errors will be corrected or the agency will contact the claimant immediately to obtain a corrected invoice or voucher.  The vendor will be notified of any corrections by Notice of Correction of Invoice, STD. 107.  Invoices found to be proper in form and content will be filed alphabetically for each appropriation to be charged.  At scheduled intervals, such invoices will be pulled from the alphabetical file for inclusion in claim schedules as described in SAM Sections 8422 and 8422.2.  The duplicate copies of invoices or other vouchers supporting purchase and expense claims constitutes the means of providing the detailed analysis of expenditures.  The expenditures evidenced by each invoice or voucher will be analyzed by allotment.  The amount chargeable to each allotment-expenditure account will be indicated in detail on the duplicate copy.

Invoices received from other state agencies which contain errors of $5.00 or less will be paid as billed, except that a specific recurring error of $2.00 or more may be brought to the attention of the billing agency for correction of subsequent invoices.

Utility services usually are billed for a service period that overlaps two calendar months. Such services include electricity, water, piped gas, and sewage. This billing procedure does not cause any problems except at the end of a fiscal year. For uniformity, all agencies will charge utility invoices to the fiscal year in which the majority of the service falls if a majority falls in any one fiscal year. For example, if the service period of an electricity invoice is from June 10 through July 9, the total amount of the invoice will be charged to the just-completed fiscal year. If the service period is from June 21 through July 20, the total amount of the invoice will be charged to the new fiscal year. If the period of service is of equal duration in each fiscal year, the invoice will be charged to the new fiscal year.

Pool car services are billed by the Department of General Services on a calendar-month basis. Occasionally minor amounts representing adjustments and delayed billings of the prior year are included in a current-month's invoice. Under these circumstances, the entire month's invoice may be charged to the current-year appropriation.

SAM - Chapter 8400 

 8422.2     CLAIM SCHEDULES

(Revised 8/92)

Invoices and vouchers will be separated into the following three groups:  (Separate claim schedules will be prepared for each of the three groups.)

Group 1

All invoices or group of invoices other than Group 2 lease invoices to pay $1,500 or more to one payee.

All invoices to pay any amount pursuant to State agency contracts or leases other than Group 2 lease invoices (excluding items for sub-purchase order covered by Office of Procurement, Department of General Services, statewide contracts, or purchase orders under $1,500).

Group 2

All regular monthly rental invoices for leases of real property.  These will be scheduled separately for each due date.  They will be flagged to show: (1) that they are monthly rental payments; and (2) the due date of the invoices in the schedule.

Group 3

All other payments.  In no case should a payment to a vendor be scheduled in Group 3 if another payment is scheduled to the same vendor in Group 1.  Such invoices should be combined and scheduled in Group 1.  There will be no similar combining for Group 2 payments.

Claimants will be listed on a Claim Schedule, STD. 218 (Continuous), the original of which will be submitted to the State Controller's Office.  If more than one invoice or voucher is to be paid by a single warrant, only the total amount claimed by the claimant will be shown on the STD. 218 (Continuous).  Although operating expenses and equipment invoices may be combined, Workers' Compensation invoices must be kept separate because they are filed against the Personal Services category.  Purchase order numbers will be shown on STD. 218 (Continuous) when applicable.  Contract and lease payments in Group 1 will be identified by entering the letter "c" in the "Purchase Order No." column on the STD. 218 (Continuous).  The number and amount of reportable payments (see SAM Section 8422.19) will be entered on the STD. 218 (Continuous) in the box entitled "Reportable payments per SAM Section 8422.19."  The "number" of reportable payments for this purpose is the number of warrants or revolving fund checks paid, not the number of invoices which are being paid.

Agencies will submit Group 2 schedules to the State Controller's Office from five to 10 working days prior to the due date of the invoice in the schedule.  The State Controller's Office will process them and mail its warrants on the day before the due date or the next preceding workday if the day before the due date falls on other than a workday.  Also see SAM Section 8422.104.

Invoices will not be segregated by type of encumbrance document, if any, that they liquidate. Documents submitted to the State Controller's Office will be arranged as follows:

Original and one copy of Claim Schedule, STD. 218 (Continuous). 

Original copies of invoices and/or vouchers or acceptable copies (see SAM Section 8422.1) arranged in the same order as payees' names are listed on the claim schedule. 

Adding machine tape attached to the first invoice of a claimant whenever more than one invoice from the same claimant is included in a claim.  All invoices of the claimant will be listed on the tape. 

Remittance Advice Envelope, STD. 403, containing remittance advice forms and any other material (see SAM Section 8422.3) firmly attached thereto, arranged in the same order as payees' names are listed on the claim schedule.

Claim schedules to reimburse a revolving fund will not list the names of vendors, travelers, etc., paid from the revolving fund.  Invoices and vouchers filed to reimburse office revolving funds may be included in claims filed to obtain warrants payable directly to claimants furnishing goods or services.  Such invoices will be placed at the end of the claim and will be preceded by an adding machine tape supporting the amount shown on the claim schedule as payable to the revolving fund.

All documents in a claim schedule will be bound together at the top by a tape or cord, passed through holes punched in the documents, and tied in a bow knot at the back of the claim schedule.  This will permit easy removal for audit, correction, and any required central mailing of documents by the State Controller's Office.  Be sure that necessary information is not obliterated when documents are punched.  Agencies wishing to use backing sheets may use them only for small size invoices and for those invoices wherein necessary information (vendor's name, address, etc.) would be obliterated if punched.

Agencies will file duplicate copies of STD. 218 (Continuous) and the supporting invoices and vouchers numerically by schedule number.

Claim schedules that include an invoice or claim from an employee authorized to sign claim schedules will not be signed by such employee.  Another authorized employee will sign such schedules regardless of whether it provides for direct payment to the employee or for reimbursement of the revolving fund.
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