CLEAN UP OF  TRANSACTIONS RELATED TO DUPLICATE VOUCHERS
As we rapidly approach year-end, your agency needs to ensure that your accrued expenses and payables are correct.  The DAS Bureau of Accounts has contacted your AP managers with the following instructions on how to find the information your agency needs to complete this work.  I am writing to you to request your attention to this matter.
· Your agency should generate the AP230 Open Payables Report for your agency and review it to identify items that are potential problems.  
Vouchers with older due dates are typically the ones that need to be addressed.
· Next, determine why the voucher remains on the Open Payables Report.
· Is the vendor due payment?
· Does the transaction need approval?  Or

· Was the voucher disapproved but never cancelled in the system?
· If it was disapproved it needs to be cancelled to reverse the expense and re-encumber funds for invoices related to Purchase Orders.
· EXP type vouchers can be cancelled on AP30.4 by the agency;
· SER & MAT type vouchers require action by BOA to reverse/un-match –- please e-mail Lisa Cacciola and/or Ellen Chase-Lucard with your requests.

· A voucher with a -999 suffix appearing on the AP230 report may indicate that your agency has the following problem:

· In some cases PAID vouchers were reversed/un-matched in error.  The PAID voucher was reversed/un-matched the expense was reversed after the vendor was actually paid!
· Some agencies compounded the situation by processing additional vouchers in an attempt to correct the situation.
· In most cases a payment has been disbursed to the vendor and the agency has reversed/unmatched the expense thereby making it appears as though the funds have not been expended.
· To correct this situation, your agency should input a voucher to record the expense and then have your agency POA approver reject the voucher so that an additional payment is not disbursed to the vendor.
· The additional voucher input will offset the voucher appearing on the AP230 Open Payables Report.

· BOA is in the process of compiling information on these situations and will send that information directly to affected agencies.  

· If your agency has series of vouchers that net to zero on the AP230 Open Payables report, no action is needed.  DAS is working to clear such items from the report.
Speak with Ellen Chase-Lucard regarding questions about these instructions.
