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Good afternoon Cardholders and Approvers,
 
I have two important bits of information to share with you. Please read through this entire email.
 

1. Purchase/Payment Approval Request Process Update
This is my only real channel at this moment to get the word out, so please spread around to your areas if/until cabinet decides to put
out its own message regarding this: Effective immediately, the purchase/payment approval request (cabinet approval) process is
ONLY required for purchases or payments valued at $1,000 and above. For purchases of $999 or below, cabinet approval is NOT
required prior to making the purchase or payment. ALL other procurement and/or University requirements still apply! This does not
mean, however that you can split up your purchases to not require cabinet approval. That could be considered order splitting (if the
total goes over your SPCC limit – which is strictly prohibited), and is also purposefully circumventing current University requirements.

 

2. Proper Invoice Receiving
I wanted to send a reminder regarding proper invoice receiving. All invoices (whether paper or digital) should be date stamped when
they are received.

If the invoice is a physical paper invoice, you can use an actual date stamp or date stamp machine to do this, or you can handwrite in
the date that it was received and by whom.
If you received the invoice digitally by downloading the invoice from the vendor’s website, you can save the invoice as a pdf and
use Adobe’s date stamping abilities by going to Tools, Comment, then clicking the drop down on this little stamp icon, going to
Dynamic, and selecting Received.

 

 
You can also use the Comment tool to add text to the invoice and type when it was received and by whom. If you don’t have Adobe,
see if you can take a print screen of you downloading the invoice from the vendor’s website with the date/time stamp in the corner
of the website.

If you received the invoice via email from the vendor, print out the email (or print/save as a pdf) from the vendor containing the
attachment of the invoice. The email will have the date stamp for when it was received by your mail inbox.
If you run into a situation where you have a digital invoice and you don’t know how to date stamp it, please let Lindsay or myself
know ASAP.

 
Why is date stamping important, why should I care?

Date stamping is important because it enables us to know when we need to pay an invoice. We are required by the Prompt Pay Act
to pay invoices upon 30 days of the date we RECEIVED the invoice, or when the goods/services are received, whichever is later. If we
don’t mark our invoices when we receive them, how would we know when to start that time clock for payment?
DOA also REQUIRES written evidence/proof of when the invoice was received before they will consider approving any late payment
requests. If they do not have that evidence in the information Lindsay and I send to them (a form filled out + backup documentation
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attachments), they will deny the request to pay.
Internal or APA Auditors may also look for evidence of invoice receipt dates when performing reviews.

 
What if I receive a really late invoice to pay and can’t find evidence of when it was sent in my email, or it was sent to someone who

no longer works here?
If you run into this situation, you should contact the vendor and ask for proof of when the invoice was sent. If they emailed it to
someone who no longer works here, the vendor should be able to forward you that original email they sent to that individual which
would have the date on it. If they mailed it, they should keep a record of when they send out invoice to clients and provide some
documentation we can use to make some judgments. If you run into this situation and the vendor is not able to provide evidence of
when we should have received the invoice either, contact myself or Lindsay.

 
If you have any questions regarding the two bits of information in this email, please let myself or Lindsay know.
 
Thanks,
 

Michelle Pickham  ’12, CPPB, VCO, CUPO
Sr. Contract Officer & SPCC Program Admin
Procurement Services
(E) mmiller8@umw.edu
(P) 540-654-2260
adminfinance.umw.edu/procurement
 
Office Hours: Mon (7am-11am), Tue-Fri (7am-4pm)
 

1301 College Avenue
Fredericksburg, VA 22401
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