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A/P PROCESS
Board of Sruervlsors O1/27/15

The highlighted items are internal controls identified during the regular audit by Williams
& Company,

Currently Woodbury County does not have cenbal purchasing Departrents have the
authority to purchase itsns on a departstrent level.

Depafl nent Resl}oEslblllv:
ttre aeparUnenfiauthorlzed personnel enter payments for tleir invoices through a batch

process to the counties accountinS system.

Each departtrent submiB the following to the Auditoy's office by "noon' on Wednesday for
pmcesslng:- . A copy of the A/P batch edit, which Iists all orTent transactions for the batch.

. the dlparurent is requircd to run a tape total for all ransactions and attach lt to

the batch ediL The tape total must balance to the batch edit total'
. A copy of the transaction d aim header printed from the system with an invoie or

document attached,

. ihe deparrnent time stamps each claim header, so the time is documente4 when

the information was received in the Audito/s office.

Audltofs Office A/P Verlflcadon:
o Verify batch is in balance:

o lfthe batch is not in balance we determine the reaso& call the department to

veriff they agree and make the correcdon.
o Changes require being inidaled by the department's deslgaee'

o Verify transaction indudes a description
o tf the batch or a transacdon does not include a descrlpuon, they are returned

to dre departrtrent per the Board ofsupervisor memo datd t2/L7 120L4'
r Verifi claim header has the following

J An invoice or other supporting documentation attached and is signed' 
.

olfthereisnodocumentation,theAuditoy'sofficefequeststhelnformauon
from the deparunenL If the department ls unable to provide doanmentatio&

the Audltor's office tags the clatm believed not to be in complianca

. lf unsiSned, we calt the departnent and request a signature'

. verify-the vendor number, vendor name, and the dollar amount match the attached

documentation
olftheinformationdoesnotmatch,wecallthedepartmenttoveriSthey

agree and make the correction
o Changes require belng lnidaled by the department's designee'

. Verify the expenditure description matdtes the item being purchased'
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o Ifthe information aoes not match, we call the departrnent to verify they
agree and make the correction,

ess ne itemi abore iiave bee

iry!4eg !v$c 4epl gmqt_q_ 9g:liBteg:
r wi& the date thetraisdition will be pieienteil io thC

ol.'l;tita-paifi u.. n" it"il above iiave beenniiiqda'inii .reioiv-iiitl
Completes a Departrnent Oaim Header to be attached to the front ofthe departrnent

a

packeL
Images all ransactions claim headers, invoice or other documentatlon to each entry'

The Audito/s office provides a Woodbury County Auditor Report to the board
administ?tor, a copy of the 'AP edits", and any claim that was tagged believed not
to be in compliance each Friday morning or approprlate day in accordance wlti a

holiday.
o 'I'tre board administrator forwards these items to the board members.

ltre Woodbury County Auditor Report provides a disbursement total, items missing

documentation, hrrned in after the 'noon' deadllne, clalms that may have been

and a batch total for each for the week

bg?o-re'batcihq5 are UPdaiedi
. Batches are updated and the expenditure approval listing (lists ail transactions that

have been paid for thts period by dept/div) are run and balanced prior to requesting

check to verify all transacdons are being processed.
. The Auditor's office the check our IT

. ih" checkr are printed and signed through 3d party software on blank check stock

as they are printed.
'ltre checls are processed by trro bank codes:

o Bank Code 00t are mailed from WCICC, our lT depaftmenL

o Bank Code 10's are mailed hom the Auditor/s office; these dtecks have

information attached to the traffaction claim header the depar&rent bas

requested be returned with the check
A preliminary check register is printed for each bank code when WCICC prints the

checks.
While waiting for checks to be printe4 the transaction claim headers are put in

alphabetical order bY bank code'

Iie Departrnent Claim Headers are stapled to the Woodbury County Auditotrs

n€porL
lAlhen ched< print is complete, the Auditor's office is notified the bank code 10

checks are readY.
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. The check regtsters are run only when the check print is complete.

. Transaction claim headers, A/P edits an4 Woodbury County Auditor Reports are

filed by bank code.

. The daims are destroyed after they ar€ audited

Vcndor MalnEnance Pile:
r The Auditoy's office rcceives a rcquest from a deparblrent to enter a new vendor-

Ihe department provides the following
o Name
o Address
o City, State & Zip
o Fax # lfavailable

r The Auditor's ofrce adds the new vendor with a hold status and sends the vendor a

substitute W9 forrn Orecks can be issued, but are not released until the W9 is on

file.

All vendor maintenance is done in the AuditoCs office to ensure the correct tax
is obtained.
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Woodbury County Claims
Proced u re
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Caveat

It is important that the Board of Supervisors
realize that the adoption of this procedure does
not relieve them of their ultimate responsibility
as chief financial officers of the county.
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Woodbury County Claims Procedure

L. County departments will submit claims for
payment through the documented AIP
Process.

2. The auditor's office will review them to
determine whether the claims submitted
comply with county policy and state and
federal law.



((

Woodbury County Claims Procedure

3. lf a clairn is submitted that the auditor's
office believes is not compliant, the
submitting department will be contacted by
the auditor's office in an attempt to correct
the deficiency.

4. Once all claims are filed for presentation, the
'AP edits" will be forwarded to the board
administrative coordinator to be forwarded
to the board for their review.
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Woodbury County Claims Procedure

5. The claims wil! be available to board
members to check out to provide an

opportunity to review them if they so

choose.

6. Any disputed clairn can be presented by the
department to the Board of Supervisors for
payment.
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Woodbury County Claims Procedure

7. The physical claims will remain on file in the
auditor's office and held there in compliance
with document retention requirements.

8. !f a member of the public asks to review any
physical claim, they will be allowed to do so
under the supervision of a member of the
auditor's staff in consultation with the
county's HIPAA compliance officer and the
county attorney's office.


