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PAYABLES ANALYSIS CHECKLIST

Purpose

The purpose of the Payables Analysis is to determine if the Entity has three-way match controls in place according to best practices for the State of Georgia.  (Purchase orders should interrelate with receiving documentation, invoices, and payment documentation.)

The Payables Analysis Program allows procurement professionals and internal auditors to determine the following:  
1)  the Entity maintains adequate three-way match documentation; 
2)  purchase orders are issued before invoice/payable date; 
3)  quantities and prices of items listed on purchase orders match receiving documents and invoices; 
4)  correct amounts are paid on invoices; and 
5)  discounts are taken when applicable.     
	Payables
	Y or N

	1. 
	Was proper three-way match documentation in the file?
	

	2. 
	a. 
	Did file contain a copy of the purchase order?
	

	3. 
	b. 
	Did the file contain a copy of receiving documentation?
	

	4. 
	c. 
	Did the file contain a copy of the payment package?
	

	5. 
	Are payments processed within thirty (30) days after receipt of correct invoice and receipt of item/items?
	

	6. 
	Was payment issued prior to purchase order date?
	

	7. 
	Was payment issued prior to invoice date?
	

	8. 
	Did quantities and prices of items listed on POs match receiving documents and invoices?
	

	9. 
	Was payment made for the amount reflected on the invoices?
	

	10. 
	Was payment made according to agreed upon terms?
	

	11. 
	Were applicable discounts taken when invoices were paid as agreed?
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