Addition to Cash Disbursement Section of Fiscal Policy

Procedures:

e Once an invoice is approved by the Executive Director for payment, the EXED Accounting Analyst will submit the
invoice to Nvoicepay for payment.

e The EXED AM or VP will review the payments submitted to Nvoicepay and will approve or reject each vendor
payment.

e After EXED AM or VP has approved a vendor payment, Nvoicepay will electronically withdraw funds from the
organization’s bank account and transfer the funds to a Nvoicepay trust account. Each vendor payment will be a
separate bank withdrawal and a separate line on the bank statement. Nvoicepay will then issue payments to the
organization’s vendor. The payments are disbursed from Nvoicepay’s trust account via one of three payment
methods: Check, ACH, or payment card. The payments will include a Reference ID that EXED will record as the
transaction number in EXED’s accounting system. The Reference ID will not be in sequence as it is based on
Nvoicepay’s numbering system.

e Nvoicepay will save an electronic check copy for any paper checks issued and Nvoicepay will save vendor
remittances for any ACH or payment card payments issued.

e Nvoicepay will stale date payments after 60 days. When this situation happens, Nvoicepay will void the payment
and credit the funds back to the organization's bank account. EXED may also direct Nvoicepay to reissue a payment
prior to the 60-day deadline. In this case, Nvoicepay will void the original payment and issue a new payment. The
new payment will be recorded as a payment modification and will be linked to the original payment in Nvoicepay.
The new payment will have a new Reference ID for tracking purposes, however, the new Reference ID will not be
updated in EXED’s accounting system where the original Reference ID is recorded as the new transaction is only
impacting Nvoicepay’s account.
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