7.8.1 Verifying Invoice Accuracy and Acknowledging Receipt

...
Procedure for Verifying Invoice Accuracy

Within three working days after the arrival of the invoice and before receiving and paying for the purchase, complete the following steps to process the invoice.

1. Date-stamp the invoice in the office shown in the "Invoice To" section on the purchase order. 

If an invoice for a purchase made by another DRS office is wrongly delivered, date-stamp the invoice and immediately send it to the correct DRS office.

2. Check the invoice to see if any of the following information is missing, and resolve the missing information with the vendor now, or in step 4: 

· a description of the purchase, 

· the date services were provided (within start and end dates of the purchase order)
· cost, 

· consumer name, 

· purchase order number, 

· if applicable, documentation of third-party payment when a similar or comparable benefit is used, and 

· 
· the vendor's printed name
· . 
3. Verify that vendor details on the purchase order are accurate by comparing them to the invoice. 

Notify Consumer Procurement and Client Services Contracting if there are differences in the vendor
· name, 

· number, 

· payment address, 

· phone number, 

· extension, or 

· fax number. 
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