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[bookmark: _fgec4dv1lw76]1. Purpose
To ensure that all vendor invoices processed by the MSP are legitimate, authorized, accurate, and paid in a timely manner.

[bookmark: _qinwl5875tkb]2. Scope
This SOP applies to all employees involved in the accounts payable process including the finance department, department managers, and any other personnel responsible for initiating, verifying, and processing vendor payments.

If your companies AP department is a single person, the scope may look more like this:
Scope This SOP applies to the employee responsible for the accounts payable process.

[bookmark: _kzuygri64agy]3. Responsibilities
· Accounts Payable (AP) Team: Process and pay vendor invoices.
· Department Managers: Approve vendor invoices relevant to their departments.
· Finance Manager: Oversee the overall accounts payable process.
If your companies AP department is a single person, the responsibilities may look more like this: The employee responsible for accounts payable should process and pay vendor invoices, and oversee the overall accounts payable process.
[bookmark: _ao9o2sre544i]4. Procedure

[bookmark: _ovf8q84qjzmb]4.1 Invoice Receipt
· All vendor invoices must be directed to the Accounts Payable (AP) department either electronically or in paper form.
[bookmark: _m0t7f9kxzwn3]4.2 Invoice Verification
· Upon receipt, the AP team should verify:
· The vendor's details.
· The correct PO (Purchase Order) number.
· The amount invoiced.
· The date of the invoice.
· The AP team should also check for duplicate invoices.
[bookmark: _prax6k9hanbp]4.3 Invoice Approval
· Invoices under a certain threshold (e.g., $5,000) can be approved by the AP team.
· Invoices above this threshold must be sent to the respective department manager for approval.
· Department managers must review and either approve or decline the invoice within five business days.
[bookmark: _lueritoi5sf9]4.4 Payment Processing
· Approved invoices should be entered into the accounting software/system.
· Payment terms should be adhered to. Common terms include Net 30, meaning the invoice should be paid within 30 days of receipt.
· If early payment discounts are offered by the vendor, the AP team should prioritize these payments to take advantage of the discounts.
[bookmark: _m9hdoihpaxnv]4.5 Payment Method
· Determine the payment method (e.g., bank transfer, check, credit card).
· For bank transfers, ensure vendor bank details are up-to-date.
· For checks, ensure the check is signed by authorized personnel before mailing.
[bookmark: _xv2qocp4x61t]4.6 Record Keeping
· Keep a digital or physical copy of:
· The vendor invoice.
· The corresponding PO.
· Payment receipt or confirmation.
· Retain records for a period as mandated by the local jurisdiction (e.g., seven years).
[bookmark: _c3cuwjxyshz7]4.7 Discrepancies and Disputes
· In case of discrepancies or disputes:
· Notify the vendor and seek clarification or a corrected invoice.
· If the dispute cannot be resolved internally, escalate it to the Finance Manager for further action.
[bookmark: _vr6f8ha0lmq6]5. Monitoring and Review
· The Finance Manager should review the accounts payable process monthly to ensure compliance and identify areas for improvement.
[bookmark: _pdy6diafuqd2]6. Notes
· Regular training should be provided to all relevant staff to ensure compliance with this SOP.
· This SOP should be reviewed annually or as needed to reflect any changes in processes or regulations.
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