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100.01 POLICY:  
Consolidated billing procedures and departmental responsibilities.
100.02 STATEMENT:  Consolidated Vendor – A preferred vendor established by Purchasing and Contracts with an account established by The Consolidated Billing Department for automated payments.  The consolidated or direct billing process will assist departments in purchasing goods from preferred vendors and trouble-shoot problems with vendors that are set up for consolidated billing.
100.03 APPLICABILITY:  
The policy applies to all users of consolidated vendors.
100.04 PURPOSE:  To ensure compliance with purchasing goods and reconciling purchases
                                   through consolidated vendors.
100.05 ADMINISTRATION:  

	The Consolidated or direct billing process will enable departments to take responsibility for specific purchasing needs. A listed of vendors may be found by clicking on http://financialaffairs.georgetown.edu/sao/con_vend.htm 

	Prior To Purchase:

	
	1. Department will designate an individual to place orders with the consolidated vendor.  

2. Specific information provided at time of billing include the name of the person ordering the goods, department name, phone number, and cost center to be charged.  

3. If you are a first time buyer, you will need to obtain a customer ID and password.  A list of consolidated vendors and how to purchase from these vendors is available at: http://financialaffairs.georgetown.edu/sao/con_vend.htm. 

4. You may also contact Randy Doster, Manager, Consolidated Billing at e-mail dosterr@georgetown.edu or telephone 687-8384.

	Purchase of Goods:

	
	1. Once an order is placed, the individual can track the goods by reference number assigned by the vendor.  The user may use either on-line or telephone ordering.
2. If the purchase is made on-line, the individual placing the order must provide a User ID and password/customer number.  The user can track confirmation of goods purchased via the vendor website.
3. The individual can also place the order via telephone.  The buyer will receive a fax or e-mail confirmation from the vendor.  The vendor will provide the name of the individual placing the order, amount, description of goods, and cost center to charge the goods.

4. When the goods are received, the department should match to the confirmation data provided by the vendor.

5. The department should keep all documentation to support departmental purchases to acknowledge the goods ordered.  This will ensure proper reconciliation



	Month End Reconciliation:

	
	1. Consolidated Billing will post the entries via a journal entry and the entries will appear on the departmental CSR with a journal source code of CON.  The department should verify these postings against any applicable documentation used to order the goods. 

2. It is essential that the department reconcile all consolidated vendor purchases monthly.




100.06
DEFINITIONS

1. Consolidated Vendor – A preferred vendor established by Purchasing and Contracts with an account established by The Consolidated Billing Department for automated payments.
2. CSR – Monthly center status report listing all transactions occurring within the month.
100.07
RESPONSIBILITIES: Departments are responsible for establishing vendor accounts, placing orders, and tracking purchasing and reconciling to the CSR.  Consolidated Billing will assist departments with the resolution of problems with vendors, process payments to vendors, and upload journals to the general ledgers.  Purchasing and Contracts is responsible for vendor relations.
100.08 ENFORCEMENT:  The policy is enforced by The Department of Consolidated 
Billing.
100.09 RESOURCES:  

To reconcile CSRs - http://www.georgetown.edu/admin/ia/internal.html 
100.10 APPROVAL:  Manager, Consolidated Billing.
100.11 REVIEW CYCLE:  Annually.
