FISCAL ACCOUNTABILITY RULES B IR

RULE 8.3 - ACCOUNTS PAYABLE

Adopted Date: 11/01/2010
Revised Date:

PURPOSE

The mission of the Controller’s Office Accounts Payable (AP) is to provide payment services
to the City and County of Denver (city) departments/agencies and timely payment to
vendors. This includes ensuring that all disbursements are timely, accurate, and made in
compliance with established city policies and procedures.

Departments/agencies shall read this rule in conjunction with, and comply with, all
applicable provisions of the following Revised Municipal Code, and Fiscal Accountability
Rules (FAR), noted to ensure compliance and understanding.

e Revised Municipal Code - Chapter 20 - Article VIl. Prompt Payment

Fiscal Accountability Rule 3.2 - Petty Cash Fund

e Fiscal Accountability Rule 7.3 - Official Function Expenditures

e Fiscal Accountability Rule 7.5 - Vendor Management

e Fiscal Accountability Rule 8.1 - Procurement of Goods and Services Related to Goods

e Fiscal Accountability Rule 8.2 - Receiving Goods and Services

e Fiscal Accountability Rule 10.8 - Travel

Unless otherwise specified at the beginning of the document, printed copies are UNCONTROLLED.
Always refer to the online Fiscal Accountability Rules on City and County of Denver website prior to use to ensure you are using the most current copy.

DEFINITIONS

Agency Submitted Purchase Order Payments - Invoices that are submitted to the
department/agency by the vendor. This includes construction invoices and certain grant
invoices that require significant interaction between the agency and vendor.

Manual Form - Includes employee reimbursements, travel advances and reimbursements,
refunds, petty cash replenishments, workers compensation payments, and payments to
cultural facilities.
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https://library.municode.com/co/denver/codes/code_of_ordinances?nodeId=TITIIREMUCO_CH20FI_ARTVIIPRPACOVESUGOSELECI
https://denvergov.org/files/assets/public/finance/documents/fiscal-accountability/chapter-3-cash-management/rule_3_2_petty_cash_fund.pdf
https://denvergov.org/files/assets/public/finance/documents/fiscal-accountability/chapter-7-expenditures/rule_7_3_official_function_expenditures.pdf
https://denvergov.org/files/assets/public/finance/documents/fiscal-accountability/chapter-7-expenditures/rule_7_5_vendor_management.pdf
https://denvergov.org/files/assets/public/finance/documents/fiscal-accountability/chapter-8-procurement-process/rule_8_1_procurement_of_goods_and_services_related_to_goods.pdf
https://denvergov.org/files/assets/public/finance/documents/fiscal-accountability/chapter-8-procurement-process/rule_8_2_receiving_goods_and_services.pdf
https://denvergov.org/files/assets/public/finance/documents/fiscal-accountability/chapter-10-employee-associated/rule_10_8_travel.pdf

FISCAL ACCOUNTABILITY RULES B IR

RULES

1. Allinvoices for goods and/or services require that the following conditions have been
met before payment. Invoices that have not met the following conditions will be returned
to the vendor or to the department/agency depending on the invoice type:

A. Purchase was made in accordance with Fiscal Accountability Rule 8.1 - Procurement
of Goods and Services Related to Goods.

B. Invoice shall be complete and responsive.
C. Goods and or/services must be received.

D. Invoice shall be matched and budget checked.

2. Allinvoices, except for Agency Submitted PO Payments and invoices processed using a
manual form, shall be submitted from the vendor to AP.

3. Departments/agencies shall submit manual invoices and Agency Submitted Purchase
Order Payments with all supporting documentation to AP. The appropriate completed
and authorized PO Voucher or Non-PO Voucher shall be attached. Invoices submitted
without the appropriate completed and authorized form will be returned to the
department/agency.

4. Prompt payment interest will be calculated and added to a vendor’s payment when the
interest is owed.

5. AP will process checks once a day.

AUTHORITY AND ACCOUNTABILITY

The Controller’s Office is responsible for this fiscal accountability rule and any procedures,
guides, job aids, forms, and one-page summaries associated with this rule.

Unless otherwise specified at the beginning of the document, printed copies are UNCONTROLLED.
Always refer to the online Fiscal Accountability Rules on City and County of Denver website prior to use to ensure you are using the most current copy.
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https://denvergov.org/files/assets/public/finance/documents/fiscal-accountability/chapter-8-procurement-process/rule_8_1_procurement_of_goods_and_services_related_to_goods.pdf
https://denvergov.org/files/assets/public/finance/documents/fiscal-accountability/chapter-8-procurement-process/rule_8_1_procurement_of_goods_and_services_related_to_goods.pdf
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