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1.0
PURPOSE
To assure District revenue is allocated in the manner authorized, to provide guidance and consistency in the processing of payables in a timely manner, and to identify a comprehensive internal auditing and approval process.

2.0
REVISION HISTORY
07/22/09-Implemented
06/06/11- Adjustment to 7.7
3.0
ATTACHMENTS

4.0
PERSONS AFFECTED
Finance Team
5.0
POLICY
The District shall maintain a system of approving and paying accounts payables that complies with the laws of the State of Washington, policies of the District, and good accounting practices.

6.0 DEFINITIONS
Warrant-
A method of paying expenditures drawn by the county 


auditor on fire district accounts, pursuant to vouchers 


approved by the district board.
BARS-
Budget Accounting and Reporting System.
Financial Officer-
A Fire Commissioner elected by the Board of 




Commissioners annually. Oversees the financial 



components of the district, authorizes account 



transfers, and functions as the auditing officer of the 


district.
7.0 PROCEDURE
7.1
Line item manager authorization for payment.

7.1.1
All line item managers have the authority to purchase 


supplies and services within the limitations and intent of 


the authorized budget.
7.1.2 Once a supply or service is received, the line item manager shall inspect the product or service and any packing slips or invoices for the quantity and quality of the product or service. 

7.1.3 Once the original invoice is received (facsimile copies are not “original”) from the vendor, the invoice is reviewed by the line item manager to insure the product and/or service was received and met expectations. The invoice is then initialed, dated and the proper line item code is assigned. The completed invoice is returned to the Finance Manager (FM) before the 1st and third Friday of each month.

7.2 Initial review and processing

7.2.1 The FM shall check the invoice for accuracy of totals, sales tax, that the purchase meets the intent of the line item, and the appropriate budget code and initials have been assigned authorizing the payment.

7.2.1.1 Payment for supplies or service shall be by original invoice only.

7.2.1.2 If during this assessment, if the FM identifies a question on the validity or propriety of the payment request, the Fire Chief shall be immediately notified. If the person requesting a payment of questionable validity or propriety is the Fire Chief, the Chairman of the Board of Fire Commissioners shall be notified.
7.3 Preparing and inputting invoices

7.3.1 The invoice shall be prepared for payment by the FM by assigning vendor codes and fund number.

7.3.2 The FM shall enter all invoices for payment into the Kitsap County Accounts Payable system. The batch will be dated and given a number when the initial entry has started. After all invoices have been entered, a Batch Listing Report will be generated. 
7.3.3 The FM will reconcile vendor codes, BARS account numbers, invoice amounts, general ledger (G/L) and invoice dates. If any errors are found, they will be corrected before proceeding. A “tape” will be generated from the entered invoices and reconciled to the batch listing report.

7.3.4 The FM shall print the final Batch Listing Report after all corrections have been made. Vouchers will be printed after all reconciliations have been completed.

7.3.5 The FM shall run a copy of all vouchers and prepare a cover (Blanket Voucher Approval) signing sheet for the Board of Commissioners, District Secretary, and Fire Chief to sign and attached to the Batch Listing Report.

7.3.6 The FM shall prepare an internal auditing packet to include all original invoices, vouchers, documentation, and the batch listing report.

7.4 Initial Internal Audit

7.4.1 An internal audit of all vouchers shall be conducted by the Fire Chief and Financial Officer of the District.

7.4.2 Every voucher and corresponding invoice shall be reviewed to ensure the product or service meets the intent of the purchase and budget authorization; the line item manager has authorized the paying of the invoice by the initialing, dating, and BARS coding; ensure the proper line item budget code has been assigned; and verify that the original invoice, voucher, and batch listing report are correct.

7.4.3 Any concerns will be noted and discussed with the FM for correction.

7.4.4 The Fire Chief and Financial Officer shall initial each voucher indicating authorization for payment.


7.5 Commissioner Review and Authorization


7.5.1
The FM shall prepare an authorization packet for the 


Board of Commissioners to include the Blanket Voucher 


Approval signing sheet and the Batch Listing Report.

7.5.2
The Fire Chief shall present the vouchers to the Board of 


Commissioners at an open public meeting for the 



Commissioners for review and approve if acceptable. If 



the vouchers are placed on a consent agenda, the 



authorization packet shall be delivered to each 



Commissioner 5 days prior to the business meeting for 



their review and consideration.


7.5.3
The approved Blanket Voucher Approval shall be signed 


by the Fire Commissioners, District Secretary, and Fire 


Chief.

7.6 Voucher payment

7.6.1 The FM shall fax a signed copy of the original Cover Sheet and Blanket Voucher Approval to the Kitsap County Auditor’s Accounting staff to begin to process the warrants; the original hard copy will also be mailed to the Auditor’s office.

7.6.2 The warrants will be sent to the District by U.S. mail or District courier pick up. The FM will disperse warrants to vendors through the U.S. mail.

7.7 Verification of Warrants Issued to Authorized Batch Listing Report

7.7.1 The FM shall receive and process all warrants.

7.7.1.1 The FM shall compare and check the Net Warrant 

Issue Report generated by the Kitsap County Auditors accounting staff against the Batch Listing report recommended for payment at the initial internal audit.

7.7.1.1.1 The ASM shall randomly audit the same.

7.7.1.2 The FM shall verify that all original amounts and original vendors have not been altered and match the warrants issued.

7.7.1.2.1 The ASM shall randomly audit the same.

7.7.1.2.2 If alterations have been made, documentation must be produced to verify validity.

7.7.1.3 The FM shall disburse authorized warrants.

7.7.2 All vouchers and original invoices shall be maintained by the FM at the District’s main office for the State Auditor’s review.
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