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Monthly Invoice, Accounts Payable and Warrant Process

Timeline
This timeline shows how checks are processed by the NVC. Days indicate dates of the month (i.e. “Day 2” is the 2nd day of the month, “Day 6” is the 6th day of the month, etc.)  All Days referenced below are weekdays. Unless specified, if the “Day” falls on a weekend or holiday, the activity occurs on the next business day. Any invoice or request for payment made after the 25th day of the month will be processed the following month.


For each month, the timeline is as follows: 
1. Day 25: The deadline for when the business office must receive invoices and requests for payment to be made that month. If Day 25th falls on a weekend or holiday, the deadline is the last business day preceding Day 25th. 
2. Day 26: All invoices are uploaded into the accounting portal. 
3. Day 29: Warrants are available for review by the NVC office. 
4. Day 2:  Corrections to warrants for the preceding month are provided to the accountant. 
5. Day 5-11: Warrants for the preceding month are provided to the Overseers for their review at least 3 days prior to the Overseers Meeting. 
6. Day 8-14 (Second Sunday of each month):  Warrants for the preceding month are available for signature by the Overseers at their monthly meeting ; a minimum of four signatures is necessary for each warrant. 
7. Second Tuesday of each month – bills are paid, including physical checks. 
8. Second Wednesday of each month – physical checks are mailed. 


Process
1. Invoice is received by NVC.
2. The invoice, whether received physically or electronically is coded with the correct account number (per the accounting system) and signed by the person in charge of that expense/project. Invoices must be signed and coded in order to be paid. 
3. Invoices and requests for payment within a given month must be received by the 25th day of that month, if not a weekday, then by the business day immediately preceding the weekend or holiday.
4. Coded and signed invoices are scanned and uploaded to the accountant portal on a periodic basis with the last set of invoices uploaded by Day 26th of the month. 
5. Coded and signed invoices are entered into QuickBooks by the accountant. 
6. Warrants are generated by the accountant and are reviewed and signed following the timeline outlined above. 
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