
best practices
for paying invoices

Take time to explain your AP department’s 
vendor policies and procedures to new 
vendors. This will help ensure vendors send 
invoices to the right place and you receive 
the information you need on the invoice to 
process the payment. 

MAINTAIN
GOOD COMMUNICATION
WITH YOUR VENDORS

ENTER INVOICES 
INDIVIDUALLY 
(NOT AS A BATCH)

ASK VENDORS TO 
SEND INVOICES 
DIRECTLY TO AP

NOTIFY VENDORS
ABOUT ANY 
ADJUSTMENTS

Many vendors logically assume that 
invoices should go to the person who 
placed the order. But that often 
results in  delays in processing the 
payment,  lost invoices and duplicate 
invoices. To prevent these issues, 
always ask vendors to send invoices 
to your AP department.

If the invoice amount isn’t the 
amount that you’ll be paying, let 
the vendor know why.

ENSURE 
SEPARATION OF DUTIES

To reduce internal fraud risk, different 
people should approve purchases, 
receive orders, make invoice payments 
and perform reconciliation.

TAKE ADVANTAGE OF 
VENDOR DISCOUNTS 
FOR EARLY PAYMENT

Some vendors offer a discount for 
early payments, such as “2/10, net 
30,” which means that you can 
deduct 2% of the invoice amount if 
you pay the vendor within 10 days 
instead of 30 days. 

INCLUDE ANY CREDIT 
OWED TO YOU 
ON YOUR NEXT P.O.

CHECK THE INVOICE 
TO SEE IF THE VENDOR 
ACCEPTS CARD 
PAYMENTS

ALWAYS PAY FROM 
ORIGINAL INVOICES
(NOT COPIES)

If you have to pay from a copy, be sure to 
check your records for the same invoice 
number and dollar amount. Otherwise, 
you could be making a duplicate payment. 

Even if you have to manually process 
that payment on the vendor’s 
website, it will add to your card 
spend and possible rebates.

INCLUDE CARD AS THE 
PREFERRED PAYMENT 
METHOD AT VENDOR 
CONTRACT RENEWAL

This is also to increase your card spend and 
possible rebates. 

If the vendor owes you a credit, ask them 
not to include the credit on the invoice 
unless you included the credit on the PO. 
If they do, and the PO and invoice 
amounts don’t match, you’ll then have a 
reconciliation chore. 

Grouping invoices, such as by vendor, 
makes it difficult to find specific invoices 
for problem resolution or auditing. 
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