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MORALE, WELFARE AND RECREATION DEPARTMENT STANDARD OPERATING PROCEDURE ####
Subj:  RECEIVE, PROCESS AND DISTRIBUTE PAYMENT (THROUGH SYSTEM) LIABILITIES INCURRED BY ALL DIVISIONS OF MWR AND COMBINED BACHELOR QUARTERS BILLETING FUND

Encl:  (1) Purchase Order (NAVCOMPT 2213)

1.  Purpose.  To establish guidelines and procedures for accounting personnel responsible for accounts payable.

2.  Scope.  MWR Budget Officer.

3.  Procedure.

    a. Receive, verify, audit and reconcile material requisitions, vendor invoices, purchase orders, statement of accounts and receiving documents.

    b. Research incoming material requisitions and vendor invoices matching them to standard, blanket or open purchase orders.

    c. Ensure terms of purchase orders are met, dollar amounts are correct and line item numbers are accurate.

    d. Ensure proper fund account (budget chargeable account) is used, authorizing signatures are valid and materials being billed have been received.

    e. Reconcile and adjust accounts payable in instances of discrepancies.

    f. Voucher for payment - Give correct vendor number; input payable into computer and it will generate a voucher number, it is ready for payment.

    g. File voucher invoices and requests alphabetically in file "pending payment".

    h. Per terms release for payment.

    i. Hand type checks for priority purchase orders and special accounts i.e., travel, tuition, personal contract, refunds, bingo winners and process.  All CBQ checks are hand typed rather than computer generated.  Post all checks in BLAS.

    j. Voucher "Returned Checks" and send reimbursement check to Banking facility.

    k. Receive statements of accounts, research to determine status i.e., has full payment been made or is payment pending.  Upon completion, file statements with supporting documentation i.e., cancelled check, purchase order, material request and invoice in an alpha filing system.

    l. Maintain subsidiary ledgers, i.e., Prompt Payment Ledger, Contracts, Under Construction, Unit Funds, and Commercial Sponsorship.

    m. Communicate with customers, purchasing, property management and various MWR departments to settle discrepancies in terms, goods received, material usage, material location and cost.

    n. Following voucher/payment procedure process for MWR and CBQ. (Accounts Payable, Fixed Assets and subsidiary Ledgers)
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