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Payment Processing – Cheques

(Cont’d)


1.
Purpose

To ensure that suppliers payments are processed in a timely manner.

2.
Scope

This procedure applies to all creditors payments.

3.
Responsibilities
The Treasurer shall have overall supervision of the payments processing. 

The Treasurer (or his/her delegate cheque signatory/s) shall sign the cheques.

4.
Procedure
4.1
Payments

Suppliers may have many different payment terms (e.g. 30, 45 days, etc.) which generate the ‘due’ date, and the payments processing is based on this due date.

Suppliers cheque processing is carried out each week.  

The Treasurer shall do the following:-

· Get authorisation 
· Match the invoice with a delivery docket.

· Arrange the issue of a cheque on the correct payment date.

· Issue and post the cheque.

4.3
Cheques
The cheques shall be clipped to the invoice(s) and other supporting documentation, and passed to the cheque signatories for signing.

The cheque signatories shall examine the cheque and remittance advice, together with attached invoices and other supporting documents.  Sign each cheque only when satisfied that all is in order.

4.4
Complete all details on the cheque requisition, including payee name and address, invoice number and date, description and amount.

· Obtain the Presidents or Treasurers signature on the requisition.

· Give the complete documentation to the Treasurer.
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