AP PAYMENT PROCESSING CHECKLIST FOR PURCHASE ORDERS,
REQUISITIONS, AND REIMBURSEMENTS

What is needed to pay off Invoices and “Direct Pay”:

. Mark items as received in Escape if goods were purchased. Only select “with receiving
“if you are purchasing tangible goods. Do not select “with receiving “if you are only
receiving services (e.g., legal services, consulting fees, etc.).

. Send the AP Staff an email to notify them when invoices or a “direct pay” are ready to
be paid out. Please send the email to the following personnel based on the alphabetical
breakdown:

Saidy Guillen (Alpha: A-G) | Email: saidyguillen@berkeley.net
Richard Andrea (Alpha: H-2Z) | Email: richardandrea@berkeley.net
Please also CC our accounts payable email: accountspayable@berkeley.net

In your email you must include the following:

. To pay invoices, we will need either a packing slip or the invoice with a signature on it.

. Itis crucial that you include the specific invoice number you wish to pay in the body of
the email.

. Please also ensure you include the PO number in the body of the email.

. You must attach a copy of the invoice to the email.

Documentation needed to pay reimbursements:

Send an email to the AP staff with a scanned copy of the reimbursement request.
Provide the account number on the form that will be used to pay off the reimbursement.
The reimbursement form must have the wet signature of the BA administrator or a
Digital PDF signature.

All food or supply receipts must be itemized.

All travel reimbursements that include mileage expenses must have a MapQuest copy
attached.
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