
7.8.2 Verifying Receipt and Accuracy of the Good or Service and Acknowledging Receipt

Overview

Verifying receipt and accuracy of orders is an essential part of the purchasing process that actively confirms either that

· the goods were delivered in good condition and met specifications, or 

· the services were completed according to specifications. 

Once the appropriate condition is met, acknowledge receipt in the electronic case management system.

If goods or services do not meet the appropriate condition listed above, initiate corrections. When the goods or services satisfactorily meet the conditions, acknowledge receipt in the electronic case management system.
...

Paying and Filing

Separation of duties is required between purchasing and payment. The same person must not create a PO and authorize payment for that PO;

· the person who generated or changed the PO may receive but may not authorize payment, and 

· the person who did not generate or change the PO may receive and/or authorize payment for the PO. 

After verifying and acknowledging receipt of both the invoice and the good or service,

1. authorize payment within three working days of receiving the acceptable good or services; 

2. record the PO number on the provider's invoice; 

3. file the documentation in the consumer's case file using procedures in Purchasing Policies, Documentation Buyers Must Keep; and 

4. after all goods and services and the invoice have been received and paid, close the PO. 

When a provider asks about a payment, see Business Procedures Manual, Chapter 23: Accounting, 23.4.1 Researching a Payment.

Paying in Advance
...


