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POLICY

Issued:
January 24, 2011
PURPOSE
To establish a standardized process for the accurate and timely return of invoices that are not to be paid and sent back to the vendor.
REFERENCES
1. PO Invoice mailbox – poinvoic@mail.uh.edu
2. Project Delivery Website - http://www.uh.edu/plantops/services/employees/project-delivery/
POLICY GUIDELINES

A. On receipt of invoice approval email from Financial Assistant (FA), the Project Manager (PM) will review and determine if an invoice is to be paid or returned to the vendor.
B. If the invoice is to be returned the PM will complete the Returned Invoice Transmittal form. This can be found online in the Project Delivery website. It is located under the Reference Documents, Guidelines, and Policies tab and the Generic Templates and Forms section. The PM will include all invoice details and document the reason for the return. Some of the more common reasons for returns include: HUB report not submitted with invoice, incomplete contract details, incorrect amount, a copy of the signed contract or change order is not on file, work has not been completed, among others. 
C. Upon completion, the PM will attach a copy of the Returned Invoice Transmittal form with a copy of the invoice and return it to the vendor via email, fax or regular mail. 
D. A copy of the Returned Invoice Transmittal form is also sent by email to the PO Invoices mailbox. The FA will then delete the subject invoice from the Invoices Pending folder on the P-drive and save a copy of the email in the Returned Invoices folder of the PO Invoice mailbox. A copy of the completed form should also be saved by the FA in the contract folder in E-Cabinet.
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