State of Rhode Island

Department of Administration

INTER-OFFICE   MEMORANDUM



Office of Accounts and Control

TO: 
CHIEF FINANCIAL OFFICERS

DATE:   December 3, 2007

ALL STATE AGENCIES

FROM:
Wayne T Hannon


Associate Controller, Operations
SUBJECT:
INVOICE/BATCH MAILINGS


CENTRALIZED ACCOUNTS PAYABLE  -  CFO 08-12

Attached is the procedure to use when mailing invoice vouchers or batch payments to our office for processing.
Please be sure to follow this written procedure so that bills can get to us in a speedy, efficient manner and we can get them paid as quickly as possible.

Thanks for your continued cooperation.

WTH/nas

att.

INVOICE AND BATCH

MAILING INSTRUCTIONS

INVOICES
Please place any invoices you receive in an Inter-Office envelope and use a white mailing label marked to:

ACCOUNTS PAYABLE

ACCOUNTS AND CONTROL

ONE CAPITOL HILL 4TH FLR

PROVIDENCE RI 02908

Send it via Inter-Office mail to be dropped in our mailroom or in the box described below.

If you are dropping off invoices to us, there is a mail sorter in the Pre-Audit section where agencies can drop the envelopes.  There is a box marked for invoices and also a date/time stamp machine.  If you prefer to stamp each invoice individually, you may do so and then place them in the box or the sorter which is arranged for filing by vendor in alphabetical order.

BATCHES

When sending via Inter-Office mail, use the same instructions stated above.  Please add to the mailing label “FTP BATCH” so we can distinguish these documents from regular vendor invoices.  PLEASE NOTE:  All invoices that are being paid with each batch must be attached.

If the batch is being hand-carried, there is a box marked in the Pre-Audit section specifically for batches.

If you have any questions on mailing invoice documents, contact:Nancy Sousa @222-2274 or email her NSousa@gw.doa.state.ri.us
