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CHARTER TOWNSHT? o NORTHVITZE. CHARTER TOWNSHIP OF NORTHVILLE

Subject: Accounts Payable Policy | Policy: 4.2.003 | Pages: 4
Standards: Purchasing | Effective Date: 10/11/2024 | Revised Date: 09/10/2025
.  PURPOSE:

The purpose of this Accounts Payable Policy is to establish guidelines and procedures for
the efficient, effective, and fransparent processing of payments to vendors, service
providers, and employees. This policy ensures that all payments made by the Charter
Township of Northville (Township) are properly authorized, recorded, and compliant with
applicable laws and regulations.

. POLICY STATEMENT:
The Township is committed to maintaining accurate financial records and ensuring that
all payments are made in a timely and controlled manner. This policy aims to provide
clear procedures for the approval, processing, and documentation of accounts payable
transactions.

. SCOPE:
This policy applies to all departments and employees involved in the procurement of
goods and services, and the processing of payments to vendors on behalf of the
Township. This policy does not apply to goods or services purchased on a Township issued
credit card. The Township's Credit Card Policy addresses these purchases.

IV.  DEFINITIONS:

A. Accounts Payable (AP) — Amounts owed by the Township to suppliers and service
providers for goods and services.

B. Department Administrator — Individual responsible for the initial review of invoices in
BS&A.

C. Department Delegate — Individual expressly authorized, to approve the purchase
& payment of goods or services, by the Department Director.

D. Department Director — The Director of the department requesting payment of
goods or services.

E. Invoice — Document issued by a vendor requesting payment for goods or services.

F. Purchase order (PO) — An approved requisition; electronic authorization provided
from the Township to a vendor to deliver specified goods or services in
accordance with terms of a contract or agreement.

G. Township-issued credit card — Credit card may mean Elan Financial Services
Commercial Card, Home Depot Card or Wex Fuel Card.

H. Vendor — An individual or company that supplies goods or services to the Township.

V. PROCEDURES:
A. Vendor Set-up
1. Vendors must be active in BS&A and have a current W-9 on file in order to
process payment for invoices.
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2.

Vendors should be instructed to send original invoices directly to AP via
email fo accountspayable@twp.northville.mi.us or via mail to Township
Hall, 44405 Six Mile Rd, Northville, M| 48168.

B. Invoice Receipt and Approval

1.

It is the responsibility of the employee making the purchase to ensure the
invoice is prompftly received by AP. Quotes, proposals, contracts, sales
orders or statements alone are not acceptable documents to initiate
payment.

AP will enter the invoice into BS&A for electronic approval and scan and
attach the original invoice and any relevant back-up.

. A general ledger number or PO, if applicable, must be entered by the

Department Administrator or Department Director/Delegate.
The invoice must be reviewed and approved by the Department
Director/Delegate.
Approval confirms that:
a. Goods or services have been received in satisfactory condition.
b. The description in BS&A accurately describes the purchase and its
purpose.
c. The invoice amount to pay is correct.
d. The expenditure is being charged to the correct general ledger
account and is within the department’s budget.
The Department Director/Delegate must approve the invoice promptly to
meet the vendor's payment terms.

C. Electronic Check Requests

1.

2.

3.

4.

Electronic check requests must be submitted through BS&A for payments
without an associated vendor invoice (e.g. reimbursements, tuition,
refunds, and escrow payments).

Requests must be accurate and complete at the time of submission,
including supporting documentation.

Requests follow the same approval process and weekly check run
schedule as vendor invoices.

Detailed procedures for an electronic check request are outlined in the
Electronic Check Request Procedures (Appendix A).

D. Payment Processing

1.

Weekly check runs will be processed, and checks will be available for
distribution on Fridays.
Invoices and check requests must be fully approved by 4:30PM on
Tuesday to be paid in that week’s check run. Exceptions may be
considered on a case-by-case basis.
All checks will be sent via first class USPS mail, unless AP is notified
otherwise.
a. If acheckis to be picked-up, AP must be noftified who will pick it up
via email by 4:30PM on Tuesday.
i. AP will send an email once the check is available for pick-up.
i. The Vendor should only be notified to pick-up the check at
Township Hall after AP confirms its availability.
b. If a checkis to be sent Priority mail, AP must be notified, via email,
who and where to send it to, by 4:30PM on Tuesday. A tracking
number will be provided, once the check is mailed.
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4. In the event of an emergency situation, a check may be requested. The
request must be submitted and approved by both the Department
Director and the Purchasing Manager.
E. Record Keeping and Documentation
1. All paid invoices will be maintained in BS&A, the Township’s system of
record, along with supporting documentation (purchase orders, receiving
reports, etc.).
2. Allrecords will be retained in accordance with the State of Michigan
General Retention Schedule #31.
F. Dispute Resolution
1. Any discrepancies or disputes with vendors must be promptly addressed
by the relevant department and communicated to AP.
2. AP must be made aware of any refund/credit issued for goods or services
to ensure it is applied properly.
G. Returned or Uncashed Checks
1. The originating department is responsible for resolving issues related to
returned checks, including updating information and resubmitting if
necessary.
2. AP will initiate initial follow-up on uncashed checks. If unresolved,
responsibility shifts to the originating department to contact the payee.
3. Uncashed checks will be escheated to the State of Michigan after a one-
year dormancy period, in accordance with applicable law.

FORMS:
A. 5.3.004.1A Tuition Request Form
B. Request for Hand Cut Check

INTERNAL CONTROLS:

A. Segregation of Duties: Duties related to invoice receipt, approval, and payment
processing must be segregated to prevent unauthorized transactions.

B. Authorization Levels: Authorization levels for approving invoices and payments must
be clearly defined and communicated to all relevant employees.

C. System Access: Access to the accounting system must be restricted to authorized
personnel only.

RESPONSIBILITIES:

All Township representatives — elected, appointed, or otherwise employed in any
capacity with the Township in any positions that are established by the Township shall be
responsible for adhering to this policy and all applicable procedures.

ENFORCEMENT:

Failure to comply with this Policy may lead to disciplinary action.

RELATED INFORMATION:

A. Appendix A Electronic Check Request Procedures
B. 1.1.001 Travel Accountability Policy
C. 4.2.001 Procurement Policy



D. 4.2.002 Credit Card Policy
E. 5.3.004.1 Tuition Reimbursement
F. State of Michigan General Retention Schedule #31

XI.  POLICY HISTORY:
See 1.1.003 Policy Review Process, Section IV (3)(q)




