College of Southern Idaho
Accounts Payable Policy – Payment of Bills 5.14.07
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The Accounts Payable office’s regular check run is on Friday of each week.  In order to get checks processed on the Friday check run, supervisors need to insure that the Request for Payment or completed Purchase Order arrives in the Accounts Payable Office prior to Wednesday at noon.  Data entry and check run preparation will be done Wednesday afternoon, Thursday and early Friday.  The checks will be run on Friday morning and mailed out Friday afternoon.


The normal process is for all checks to be mailed out.  A written authorization is required to hold a check in the Accounts Payable Office.  Travel reimbursement checks for employees may be put in interoffice mail by the Accounts Payable Office at the request of the employee.  If no direction is given, the travel reimbursement check will be mailed to the employee’s home address.

Requests for Payment and Purchase Order Requests must have all information filled out correctly and legibly in order to be processed.  Proper vendor addresses, account numbers, descriptions and documentation must be attached.  Original itemized billings or receipts are required for Request for Payment processing.   Individuals are to request reimbursement for their own expenses only.  Requests lacking documentation or required information will be returned to the signing authority for completion and resolution.  

All reimbursement requests must be submitted within 30 days of the expense.  In order to insure accounting records are correct and up to date, it is recommended that supervisors submit all reimbursement and purchase requisition requests on a daily or weekly basis.


Financial Aid checks for students are run through the accounts payable office.  Financial Aid checks take precedence over all accounts payable check runs except payroll and payroll payables.


Questions concerning this policy should be directed to the Vice President of Administration.
