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Weekly Invoices 

Procedures Manual  

rev. 8/12/09 

Every Wednesday, the Acquisitions Unit prepares invoices for the Business Office.  The 

Business Office then issues checks for vendors from where we receive books.  Retrieve both 

invoices and vouchers from the Invoices & Vouchers folder on the shelf.  There are two piles of 

the invoices and vouchers.  One pile consists of Voucher/Check Requests and original 

Invoices received from the vendor.  The other pile consists of Invoice copies. The first pile is 

signed and dated by the Acquisitions Librarian in the Phone, Fax, and E-mail area in the right 

lower corner of the request and passed on to the Librarian Office.  The librarian has to approve 

and sign the requests and send them to the Business Office.  Only the Librarian signs the 

Voucher/Check Request, if the amount of the invoice is over $2,000. 

The invoice copies are given to Doris Kammradt.  After she is done looking at them, she 

hands them back to the Acquisitions Librarian.  The Acquisitions Librarian files them in the 

appropriate folders according to the vendors in alphabetical order.  

The Acquisitions Librarian also counts the number of the invoices and tallies up the amount 

of the Voucher/Check Request for the week.  He/she writes up the information and sends to 

Doris Kammradt in an e-mail. 
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      (signature and date area) 
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