Bill Paying Procedure
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1. Circle current amount due on invoice, initial and write “ok to pay.”

2. If there is an overdue amount shown, verify that the payment was made by first checking office files to see if the previous invoice was received and processed.  If you do have a copy and know that it was processed, call Betty Ann Flis, Accounts Payable at CAS to verify last amount paid, date and check number.  Make note of the amount last paid, date and check number, subtract the amount previously paid from the amount requested…circle the new amount due, initial and write “ok to pay.”

3. If the overdue amount shown cannot be verified that it was processed and paid, circle entire amount shown on invoice, initial and write “ok to pay.”

4. Place “ok to pay” stamp on invoice and fill in date, initial “MM”, and enter appropriate Charge Code (see attached charge code).

5. Make a copy of the invoice and retain for the office files.

6. Send original to Betty Ann Flis, CAS via courier/inter-office mail.
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