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Payable on Due Date (PODD) — Best Practices

It is the responsibility of the Cost Centre Manager (or requisition authority) to:

e Clearly indicate the **essential information** on the invoice (details below);

e Respect the Payment on Due Date (PODD) guidelines by submitting the invoice to the Accounts Payable
Processing Centre in a timely manner; and

e Attach the relevant supporting documentation to the invoice (time sheets, written approvals, etc.).

Essential information for invoices paid against a contract:

e ESDC invoice reception date;

e Goods Receipt (GR) or Service Entry Sheet (SES) number:

e Purchase Order (PO) number; and

¢ Reception date of the goods or the completion date of the services, if the invoice is received before the
reception/completion date. This date will be used to determine the payment issuance date.

Essential information for invoices paid against a funds commitment:

e ESDC invoice reception date;

e Earmarked fund (commitment) number and line item; and

¢ Reception date of the goods or the completion date of the services, if the invoice is received before the
reception/completion date. This date will be used to determine the payment issuance date.

What do we mean by Invoice reception date?

e The 30-day payment calculation begins upon reception of the invoice in the department. If there is no
reception date indicated on the invoice, the processing center will use the invoice date with 7 calendar
days added on. The 7 days is to account for the invoice’s potential transit time in the mail. An incorrect
reception date could result in interest fees payable to the vendor and would affect the cost center
manager’'s PODD compliance results. Therefore, the reception date is a necessary piece of information to
include on the invoice.

¢ |If the vendor must amend the invoice, please ensure to include the revised reception date on the new
invoice.

¢ In cases where the goods/services are not completed when the invoice is received, the date for the
payment calculation should then be the date on which the goods have been received or the services
completely rendered.

Accounts Payable strongly discourages clients to accumulate invoices to send in bulk. Submit invoices when
received so Accounts Payable has sufficient time to ensure payment is made within the 30-day threshold.

Invoices are to be sent to the Accounts Payable Processing Centers through the iService Catalogue — Finance
and other Related Services using the following categories:

e Payment of Invoices - Goods & Services
e Payment/Reimbursement to employees

Reference: iService Departmental payment process (operation & maintenance)



http://iservice.prv/eng/service_catalogues/finance_services.shtml
http://iservice.prv/eng/service_catalogues/finance_services.shtml
http://dialogue/grp/CR-AR/Lists/NAOPRequestsGateTypeP1/NewForm.aspx?ContentTypeId=0x0100FC3F11EA11CCCD4A9F2196FA397B27EE002794587CB6686F4CBF7306B38086DDBC&Source=http%3A%2F%2Fdialogue%2Fgrp%2FCR-AR%2FSitePages%2FMerci-ThankYou.aspx
http://dialogue/grp/CR-AR/Lists/NAOPRequestsGateTypeP1/NewForm.aspx?ContentTypeId=0x01007431B87E2D1B7F459D59E249EE374EB500F799066D08BE9F43B994809902DB820E&Source=http%3A%2F%2Fdialogue%2Fgrp%2FCR-AR%2FSitePages%2FMerci-ThankYou.aspx
http://iservice.prv/eng/finance/card/dept_payment/index.shtml
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