	Accounts Payable and Purchasing
	Last Revision: 
	 January 2019

	
	Last Reviewed:
	  January 2020

	
	Applies to the following THA Group of Companies: 
	· Island Health Care
· Island Hospice 
· Independent Life at Home
· THA Services
· Palliation Choices
· RightHealth®

	
	Included in the following THA Manual:
	Administrative Policy & Procedure Manual

Finance


POLICY
A purchasing system and/or approval process should be in place to help facilitate the purchasing of supplies and equipment at the lowest reasonable cost. Purchases should relate to the normal course of business activities associated with the business unit procuring goods or services. Payments should reflect the terms of the invoice.
PROCEDURE
Invoice Approval

· All invoices should be signed for approval before submitting to the central accounts payable office for processing.

Payment for Goods/ Services

· Invoices should be entered into the Accounts Payable system for payment only upon verification of a signature of approval.

· Payments should reflect vendors’ terms and be in line with the cash management objectives of the organization.

· Checks are issued by the Controller, signed by the Chief Executive Officer (CEO), and approved for release by the CEO.

Reconciliation of Accounts Payable

· The accounts payable subsidiary ledger will be reconciled to the company’s general ledger on a monthly basis and any discrepancies will be investigated and resolved in a timely manner.
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