	Process
	Person 1
	Person 2
	Person 3

	Open mail/separate accounts payable invoices
	
	
	

	Match invoices to purchase orders
	
	
	

	Provide authorized signature on invoices to be paid
	
	
	

	Process invoices to be paid and write checks
	
	
	

	Sign checks and verify check sequence
	
	
	

	Mail checks
	
	
	

	File invoice with check stub in vendor file
	
	
	


 Accounts Payable/Check Writing

Bank Deposit
	Process
	Person 1
	Person 2
	Person 3

	Open mail/run tape of receipts
	
	
	

	[bookmark: _GoBack]Prepare deposit slip (review 1st tape run)
	
	
	

	Take deposit to bank
	
	
	

	Record deposit into general ledger system
	
	
	

	Record payment into accounts receivable system
	
	
	








