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C 
BEST PRACTICES 

ACCOUNTS PAYABLE 
Connie Wallace, CPA, MBA 

Florence City Schools 

First thing – adding a vendor   

•  In order to add a vendor, the vendor should always provide the following: 

 A Form W9 (which with the individuals social security number or  
 employer identification number, address, the individuals signature 
 stating it’s accurate) 

  

 E-Verify information (is it is required – will discuss in another slide) 

 

In Florence City Schools, the local schools DO NOT add vendors, we add them 
at the Central Office.  Our schools are live in our books and therefore, we all use 
the same vendor files.  I have been in other systems where the local schools are 
not centralized and although it may create a little more work to use the same 
vendor number in both the school files and central office, they should be the 
same to make it easier at the calendar year-end for 1099 reporting.   
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•  In the NextGen system, you have the ability to add the W9, E Verify or other 
documents to the vendor file as an attachment (as shown on the following 
slide 

 

•  We attach items when a vendor changes their name, their mailing address, 
etc. in order to provide evidence of why a change was made. 

•     

In the Nextgen system, you have the ability to add 
the W9, Everify or other documents to the vendor file 
as an attachment 

E Verify  
•  The E-Verify federal contractor rule requires federal prime contractors with federal contracts 

containing the FAR E-Verify clause to require their subcontractors to use E-Verify when: 

•  The prime contract includes the FAR E-Verify clause. 

•  The subcontract is for commercial or noncommercial services or construction. 

•  The subcontract has a value of more than $3,500. 

•  The subcontract includes work performed in the United States. 

•  Subcontractors who are only suppliers, however, are not subject to the E-Verify federal contractor 
rule. 

•  The prime contractor should provide general oversight to subcontractors to ensure they meet 
the E-Verify requirement. A prime contractor may be subject to fines and penalties if it knowingly 
continues to work with a subcontractor who is in violation of the E-Verify requirement. The prime 
contractor must ensure that all covered subcontracts at every tier incorporate the FAR E-
Verifyclause at FAR 52.222-54. For more information on subcontractors, see the 
E-Verify Supplemental Guide for Federal Contractors. 

•  Last Reviewed/Updated: 

•  09/14/2017 
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Purchase Orders (PO) – School level 
•  In small schools where they are issuing less than 10 purchase orders a month, 

we are using paper requisition forms.  I’m sure most of you have schools who 
are doing this.  We are looking at making the change to using the purchase 
order in NextGen in the future.     

•  In this situation, the teacher completes the purchase order requisition and turns 
it into the bookkeeper at the school.  The bookkeeper checks to ensure the 
correct account code is on the PO, the club or grade has the funds in their 
account to pay for items requested.  Once that is done, the bookkeeper gives 
it to the principal to sign.  Once approved, the bookkeeper gives it back to 
the teacher to place the order.   

•  Once the order is placed, the merchandise should be sent to the school, not a 
teachers home or other location. 

 

•  The bookkeeper should receive a signed copy of the invoice along with the 
original PO from the teacher, once the merchandise has been received.  If you 
are using school purchasing cards for this process, the receipt should be 
provided to the bookkeeper like the purchase was being completed with a 
check even if it was charged on the card.  Document is still required to be 
turned in by the teacher.  Bookkeeper is to check invoice for completeness 
and accuracy of order. 

 

•  For check invoices – the bookkeeper records the invoice in the system and 
then writes the check.  The documentation is stamped paid and the check 
are given to the administrator to sign and return to the bookkeeper to mail.  IF 
there are more than one office worker, it would be a best practice to have 
someone other than the bookkeeper stuff the envelopes and mail the checks. 

Kayla Hartley
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No, No’s 
•  The teacher should NOT be ordering anything before they have an approved 

PO. 

 

•  When invoices are submitted for the order, it should not have tax on the 
invoice. 

 

•  Invoices should NOT be dated before the invoice 

 

•  Food items should not be purchased from local school or general fund 
accounts (some very specific exceptions) 

 

Central Office Level 
•  Same process as local schools in many regards, except all PO’s are completed 

on the NextGen system to allow accounts to show encumbrances. 

•  All invoices are entered into the system and are reviewed to ensure that 
proper approval is noted on the documentation. 

•  Invoices are added up to ensure accuracy of the batch entered into the 
system. 

•  Once accuracy of batch has been completed the invoices are merged 
through the system.  We do not merge by the date on the invoices except at 
year-end (9/30) and in CNP.   

•  Next, a projected cash disbursement report is ran and compared for totals 

•  All checks are kept in a secure (locked) closet or drawer that contained the 
blank prenumbered checks 

•  Once the check run is set up, the box is checked that says view check copies 
in order for the AP clerk to see the ending check number.  The beginning 
number is gathered from the first check in the locked area and once the 
ending check is known, the AP clerk can ensure she has the correct checks in 
the printer.   

•  In our office, our AP clerk runs the checks, another lady is responsible for 
mailing the checks.  Our system accountant is given a file to transmit if the 
accounts payable batch contained ACH checks to be direct deposited into a 
vendors account.    
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AP Check Query   

Scanning and attaching in AP   
•  The employee responsible for mailing the checks is also responsible for 

scanning and attaching the checks into the NextGen system. 

 

•  Once the items are scanned and attached, having the items available at the 
touch of a button will save everyone in the business office a tremendous 
amount of time 

 

•  This will speed up the amount of time auditors spend in your department 
looking for checks 
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•  Having things scanned does take some time but it eliminates he need for storage 
cabinets and you can lay your fingers on things as needed!!!  

•  When you are stressed out and wonder why you do the things you do for your district 
keep this in mind………………………. 
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And those who will be in school 
before you know it…….!   

   
  Any Questions??   

  Thank you for your attention!!!   
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Connie Wallace, CPA, MBA 
Florence City Schools 
cwallace@florencek12.org 
(256) 768-3036 


