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INTRODUCTION AND PROJECTY OBJECTIVE

This report anzlyzes the unnacessarily long time lags botween
receipt of involces from vendors and the prepsrstion of checks
leading to the lcwering of the hospitel®s tiasbillitles, lInvolved is
the estabiishment of procedures to be adhered to In ths sccounts
payable function. A ''total picture' concept was considarad with
Paspect to the hospital and 1ts suppllers, The effects or impect
of the City of Highland Park was also delved into. Recommendations
werae made accowdtngl§ with respect to this overall accounts payable i

functien,




SENT_SVSTEM

Currently, within the Accountling Office there are three psople;
the hospltel sccountant end two clerks, '

The Accounts Payable clerk spends all of her flme (40 hours/wk.)
working with accounts paysble data. In this cepecity she is to perform
two functions: 1) post entries In the purchase journal to }ecord the
hospital’s current Ilabliiities; and 2) prepare Information (such as
computing dfscounts.¢checking prices, maintaining files for Involces,
purchase ordars, pacﬁ!ng slips, atc.) so that when {nvolces fall due,
they may be pald. (n this respect, the accounts paysble clerk assists
in the laxering of the hospital’s lisbitities to its suppliers, '

The second clefk currently types up the vouchers so that they
may be submitted to the City Controller for paymenio 3he spends
sppronimately 7 hours par week typing vouchers, of 17.5% of her time

is devoted to thls function.

Current Psyment Procedure

An analysis of the paperficw relating to the accounts payable
function will explaln the accounts paysble clerk’s job in 6&:&32,
The Incoming paperwork Is:

l. Copy 7 of the Purchase Order (duplicate of Purchase Order)

2, Copies 8, 9, and 10 of the Purchase Ordar {a snap-cut set
atteched to purchase order = the hospitel voucher).

3. involicaes from vendors _

b, Copy 2 of the purchese order (this is the Invoice-voucher which
must ba completed by the vendor, signed, and notarized - a
requivement of tha Clty of Highland Park)

So. Packing slips (sent to accounts paysblie through Pu?chaslng.
Pharmacy, of the Lab,)
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6. Invoiceevouchers from the Business OFfice, Medlical Education

and other direct charge dopertments (prepared In these departe
ments and sent to the accounting department - usually In paymsnt
for direct charge services, such as for the Interpretation of
EKGs) _

Purchasling sends coples 7.'8. 9 and-lo to the accounts payable clark
aftee they have prepared end lssued a purchase order. She files these
(poperclips them togsther) In file cabinat “A" as shown on the present
layout of the Accounting Department (Appendfx A, page 32 ). They are
filed In alphabetical order by vendor, and since only 27 letter guides
ara used, no real attempt Is made to keep them in parfect aiphabetical
crder, for cxample, by filing upon second letter, etec.

invoices, Invoice-vouchers, and packing slips are filed In Vike
mennar, however, they are flied in 8 small desk file which she keeps In
her desk drexor, Before she files these ltems, they are stamped with the
date recelved, | |

' The above paragrophs define the ftl}ng system up to ths polnt of the
stort of the actual payment procedurs., At thls point, an éxplanatton is
in order for the first function of the accounts payable clerk = posting
entries to the purchase journal, T&e policy currently adhered to Is not
to maks any entries in the purchase journal until the goods have arrivad
or services hzve been performed, and not untl! ths clerk hss recelved en
lavoice and Involce=voucher. This means that she will keep all packing
stips, etc, In her desk file until the Invoice and Invoiceevoucher arrive.
This Is her cuas to post entry to the purchass journal. Essentially, this
means that she doss not record eny 1labilities until she has &ll of ths
- reguisites for paymaht - the packing slip, the invoice, snd the Involce=~
veughero Ho payment can be made unless et lesst the Involce-voucher

and either packing slip (in case of gocds) or Invoice {in case of goods

or sarvicss) are present.
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Another factor which affects the payment procedure is the ctoSing-

out of the purchase Journal each month so that the monthly financlal

statement may be preparedo This fact, coupled with the policy of not

posting entrles to the purchase journal until all items required have

already arrived, possesses overtones which affect payments to vendors,

This polnt will be elaborated upon furthar fn the evaluation of the

present"system follawing,

At ths stert of the month, the sccounts payeble clerk will follow

the steps below:

I. She first attempts to match-up and process all dats relating
to vendors offering discounts. |

2, V¥hen time Is availeble, she processes those vendors® invqlces, ‘
etc. who do not offer discounts, This she accomplishes by
starting with the lester A" (in her desk file), and If she
has encugh Information for poyment, she will post the entry
to the purchesze journal and compﬁto the extensicns etc. and
give the data to the other clierk who will type up the vouchsers,

3. V¥When the and of tha month necars, she rushses to cliear out her
desk file so that at the bsginning of next month she can stert
without any lefteover packing slips, etc, recelved during the

prior month still in her dask file,

The disposition of the paperwork after the desk file has been cleasred

- cut Is as follows:
1. For e&ll purchase ordars which are ready for full or partlsl

payment .

A, A voucher rumber (sequentlal) Is assigned to coples 8, 9,
and 10 of the purchase order {the saszp-set hospltal vouchar),
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B.. The vauchers ave typed listmg the serial numbers, vendors!
_date and Pavoice number, purchase order sumber {dtens
pufcwsad on diffevont purchase orders but applying to the
_sedie vendor cen ba pald with one vouchor providing the total
- paymn.. dees ot excead $:;ﬁd) and the &TctmﬁSo :
€. Aftor typing, tho vouchar smumbsr is recorded !n a voucher
",A'fegaete? aiong wseh t:he veaﬁor“s name and the mm of the
}.,vnucnar. :
8, Copy 7 e‘.’ the purchase order {s ﬂ!ed ina cfosed file :
O pumaricslly by ?u?aﬁ;aae ch:ar wxz&er. & *Ee YZ" on present
.'lla;mut) | B _ s
E. Copy 9 of the purchase ordsr {copy 2 of the hospital voucher) i
C 0 is filed In a cicsed alphebeticsl file (File CY an prasent L
:avrwt) A : ' : ' o :
F. Coples 8 an& 10 of the g,um%z:;sa order @coa‘as ! and 3 of the
" hospital wouchor), ths invoice=vouchers eavaping the emount
&F the voucher, and all paeling slips and vendorls Iavoices
,_arge_, sant €o the _h@:pizai Bivector for em;fouaia
G,  Afzer belag signad, they are q:.&meateé to the Clty Controlior,
who Drerares a hss of cielms and eccounts for presantazion
te tha City Councll for epproval. The o m.ﬂ maets wefy
ﬁaréay e»—..ming te Fovicw zhis issi:.
M, Copy 10 of the veucher with all sttached packing 8'5&5, @'tc.;
© 7 is veturnad o the Ascounting ¢ e;@?tmm, where they &
‘ then fii@d by Veushar msmizaa’ {fite 18" on present- iamzbg
AH ﬂ!iag 54- c;affemad by the ace;m'a s payabﬂe clarik,
2, All items not bolng paid dua to leck of seme nzcessary element,
such 83 the invoice=youcher, are seriait:»:ad fentered in the purchese .
jeurnst end Filed away fn file cabinot 0" on the sresent jayaut),
Within File frgn sha maintains three geparate "open’ files: Ona
for all g rchabe orders which shs has Just serialized and on whtch
payment could not be made; ons for the monihs precceding the month
sho hes just closed out; end the third file stores those purchase
orders for which she has sent purchase expediters on (pulied from
tho second file)e Thoy are usually sext ¢o those vendors who ave -
Geelt with on 2 volums besis, The maln reason for sandi'ng the

expediters was the fallure of the vender to seturn the invoicew
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voucher, which is sent alaﬁg with the paréhase ovrder to the
vendorQ - |
The means employed to bandfa 1nvoica¥\fouchars ceming from the
Busincss 0ffice, NMedical Educattcn‘aegzartment. snd the other
divect charge departments, is to enter thém in vthe purchaso
Journal (sorislized) upon recaipt, and process them throuch for
payment by proparing & hospital veuchsr for them,

An aralysis of the elapsed time between the typlag of vouchars and
the preparotion of checks (chask date) from a sample of two hundrod vouchers
fndicated that nias doys wos the evovege time spen. A further enalysis of
one particuler suppiier of services (see Agpendin B, p. 356 ) demonstrated
thaet an averege of thirisen days ked elapsed betwssn the wpiag of the
vouchers end ¢he checlk date. §% wes determinsd that an averags of seven
doys elepswi botween the dheck date end reccipt of check by the supplier,

- be chould also be pointad ouz thet the Yeast pozsible numbor of days

“between chech date and receipt by vendor was five days.

-
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'. ‘.‘széur'fcnt pellcy;i; recording Viabllities when Pesdy to pév
vendors instead of then goods areive st the hospltal, _Ié'a'&' to 8
drastically fluctuasing workicad. This é@!éy in ;g;setag of the hospital®s
,' fabiittlias co the books when paying mstéad of ‘whéa Tncurred, creastes a
false Impression for comsona e;zémin'mg the gurchase Journal pricr to the
very end of month. This situstion Is bad, fér at-: ﬁsw' point In ésm. the
hospital should know enssely ies 1iabilitics to supplicrs of goods and -
serv!cés., The present system interferes with the eccounts payehie clerk’s
abﬂi&y ¢o close the fpwchase Jouraal at the end of the month because her
work s not disgributed through the courss of the pericd, but rathar luinped
. &t the end, This sccounts for the broed fluctuatien In the numbsr of
vouchers prepared per week, &8s shown In Appendlx €, p. 35 . From ghe
sample m@hﬁéi‘s.v ghe pmﬁaraaioa of vouchars varied from & lew of 38 the
weck of h=14<67 to a high of 272 the week of 3-3-67, These variaticns
_occur becuase of the closing=cut of the purchase Journsl ard the mstching
of all packing slips, Involcss, and {nvoicsevouchers with the purchase
ordar at the end of tha mného Hod thay been matched prior to this time,
those that wore ready for payment could hzve been w&gesseé and clesred
cut, This would resule in o smooth lawering of 2"‘.? hospital llabiiitlies
and lead to en Insreasingly favorsble re!aelenship‘beémen ehe hosplital
and §gs suppliers of goods and sarvices.

The resson for these occurrances Is at leest partially justified,
however, t Is belicved ghset this pfactica‘ &rose because the hospital
voucher (copy 8, 9, and 10 of the purchase ordar) s atteched to the
purchase ordor snap=set and oa which the nam,of the vendor Is typed
through by & cleric in the Purchasing Dopartment, TVhe accounts paysble
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clark probably feit that she should not racord any of the tiabilities
of the hospitat (In the case of'part!al shipsents an.a purchase ordar)
untit the entlro order wos completed, becsuse §2 masng thot she would
have to use the vouchar to pay the fiése partial shipment and be left
without ons ¢o process the succseding shiﬁmaats. The policy wichin
uhi;h sha must vork (posttng to purchase louraal when vouchering or 8t
the end of the month) leads to deleys bacause it s extremoly difficult
to keep track of loose packing siips, ete,  Waen those ftems ere not
marozd with the purchase ordar, they connct be rovieved to detemmine
whethor of not some purchase orders ero ready for payment,

Tho pémsen% systan {eads to @ misconeeption. 0t eﬁpeéfs that ths
current pr&céice confuses povnant with the rescrding of the incurrance
of a Yiability. Oy tho tronsfor of zi£§a,:th?@ﬁgﬁ recsipt éf enods by
the hospital end the hospitel acceptonta of these gsods by tho faceiving
depertmant, the hospital bos insurred o lichiléey., §¢ should bé racOfdaé
as such on the day of racelpt of goeds or ot lonst when the pacﬁang slips
errvive in the ccecounting effiée. This task should ba periorecd dally
and %hevﬁrec&ssiﬁg for payment should ba parformod when the ezher.nchSSEfy
ftoms arrive ot the hospizst (the invoice, etc.). Thase two furctions
are disginet éaﬂ should not be coordinoted hand in hend, for it rasuits in
delays of the recording of liebilitles and In the payment for gosds received
becouse of the hiugs number of packing slips, invoicss, etc, that must be
vraded throuch In the desk file to dstovmine ¥ pavment can be mode, The
clcsing cut of the dosk flie at the eﬁd of the month sdds ©o those dolays
beccuse of the votuﬁa of work (veuchors to be typod and entelcs to be mzde
to the purchasae journal) eg eﬁa tima, This could result In crrors in

computation, and to faticie for the claik,
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&nalﬁie of Pras Prasent, HH g Sy ;gf )

A3 ;:aznted cut &heove, tha dask ﬂte, a':hicn holds e.?\ﬁ.:a separatse end
apare from the gmrr:%mce orders uwzﬂ the t«nd of s:he mvm, m&ms to-
eonfuston mmes' than to orderiamss, ie Bn:arfams viith the clerk®s

abliigy co gavscza her work, bocsuse she szams all !m:war’q aie:“&s ke
without by érz:;mg them togechor with the purchase m’d&wo ' ﬁf she d%éé it
would ba «;!sﬂ,.,fmsne»ﬁ what has aczmé:ﬂy baen. recelved- Q,z*d vhot Is ready
to aay of to be entered in the wms}am Jeuraal m’ma’ to the md of tha
smm:‘u o thit the e;'z;ﬁs:laad could bs !m‘miaﬁ oute And,, sl tmusd knsw
by revias wit h the purchace orde a8t %o char out, T@*cm?& R !e Es
fele *’i:ai, tho seurcs of i:h!s ccmu..zcn - tiw doshk fﬂe « should ba
eiiminatad, | -

A mm ced fn the pm.,anz syatem aacﬁ:mn, four o :‘mes filas are
mainteisd é*'m' Bonont ;sum"m e orders (these nct vet @mtusem for paye
mane). On cddition, one mere ﬂﬁe could ke In h:c, sd in this Yopen™

tassificailen 7 the m‘fmsasa ordars on wiich {*as’emﬁ poyment has been
mede ere considored, They are currantly ¢lied Euay mmvi caliy In the
Polosed” purchese order §i 86. ‘B‘na deparation of deta, oll of the sama
RAZUTD @3.9‘. Yopen'), into five ndspandent files ceriainly Is not
conduciva to tho efficient processing of eccounts payable information,
Tho eccounis paya obis sferk {nours daf;iauiases and entva work dus teo
this fiting systen becsuse:

8}} She must meintaia these files

2) - Sho cenmai Jocate purchase orders {foce, tshich fila §s i In)
3 ‘chaz*e ave not encugh fotder guides §n awy on3 of ¢he files
&) There isn“z any numerical filing @w purchase ovder number)

@vﬁu 8

FIEAE A

tn studying the presen? leyout of thae Peepunting Gffica, 1¢ was

found that the location of the storege files for accounts payebie date is
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situataod tco far from &ha accounts payebic clerk®s desk, Tﬁé fflas.

ere in the paeh of pesp!a entering and I*aving tha offica so'thae L
.distarbmncas arise vhen this cccurs. The information stored in thasa
files (Files A thru D) is subject to reaémted retricval. These files
should be nearer to the sccounts payable cieﬁk 2o that sho may work

tn on efficiant mannar free of Ente?rupttavs; Et was further éataﬁminsd
that cha éc sounts payabie clari’s dask sheuid nmt ba sleua ted so that : i
she faces t&e ethar cigrk, This lozds to discussion of Irrelevant toples :
wrfch broak ¢hoe trsnd o? ﬁ%ou“%z and. concentretion vital to the accounts

paysbie clerk la performing hier work., She must process data, compute

d!scaunts, and prepare vouchers so that poymant mey cccur within ehé_

terms of tho dlscounts, etc., ond accuracy sad e!gsliﬁess is en fopareant ?
fector. o |

S Y " > .
Pupzhosg frdap Coen
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The pu?éhase order form currently uged fs.a scurca of aggravation
te'both the Purchesing end Accounting depariments, Copy 7 of ths purchase
ordar is song to the accounts payshbls cierk aleng with coples 8, 9, and 10
(ths hospital vouchar), and she must file those in @ Peadaflen filo systes,
Copy 7 15 mads of !ight=tooight poper and §s unshle ¢o sugpore §és awn
waicht wien fifed in an voricht pcéi%icn. tTacy ave filed en thelr gides,
making ths possibiiitios of ropid ecoteieval unattainabie,

As nantioned, the hospital woucher (instrument for payment) is
currently a pa?t of the pu?chsse order form. WYhon the clavk in the
Purchasing Department ie in!tieliy preparing the surchese ordsr, she
begins by typing the vendor®s nons and eddrass. Sln;e this s the entent
of the information which could bo transferred o the vouchor et this p@?nt.

she must stop typing, roll back ths tvpenriter, and rampva the voucher
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before continuing to add any more information to the purchase order,
Upon cempleting the remalinder of the purchase order, Copy 7 is then
attachad to the vouéber befors i1t I3 sent t§ the Acéountlng department,
All this Is en unnecessary wasts of time end effore for both ths person
prqpaéing the purchase orgars end tho accounts payable clerk wio recaives
those items. With respect ﬁé thevpurekﬁs!ug clerk, there 85 no need hers
to have a voucher nunbered the ssm# as the purchaso order, therefore, her
time 1s wosted In stoppage of her workflas to toxr off the voucher and
handle It. For the accounts payable c?ark,'when vouchsrs are prapared,
sha frequently fumps : nunber of purchase orders on ons wvouchar, leading
to a forms waste for those inltially prepared by purchasing and not used
in Acccunting. fha eddresses of vendors far-p!acemaﬁts of orders Is
often diffé?ent frem that for 5ubmlt&ln§ of remt:téaf o Tnis sontrlibutaes
to en 2dditional forms and time weste. _

tastly, there should be additional provision en Copy 7 of the
purchass order to essist In the routing of the purchase ordar through
ths accounts payabie system,

Cther External Factors

it should ba mentlonsed that so far the evaluation of tha prasent i
system dealit with only factors which could be errengsd by ths hospitel to
suit [ts deslres, fHowaver, Interferences from other cutside forces can
end do drastically affect the accounts paysbie function, Hot from the
point of view of the recording of liebilities but rather with the
timelliness of the reductions of those llabllities, Since this governing
factor [s external to the hospital (the Clity of Hichliand Park) wa could
not exzmine and recommend any changas as 2o Its methods and systems

employed to restrict the hosplital. But, it is possible to view tha city’s
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| control and walgh objectively Its effects on the relationship and
rapport carried by the hospital with respoct to its suppllers.

it was Inferred In the present system section that the avarage
minizum number of days that the hospital could possibly process' through
a voucher, from ths date of thé vouchar to the date of recslipt of check
&3 prepared from the voucher, Is twelve days. This ls a direct rasuit
, pf the chonnels used to pmpaéa ond lssue choecks from Clity #ail, The
Controller prepares @ list of clalas and eccounts for presentetion to
gha City Council on Honday evenings. To have this list prepared In time
for Monday, all vouchers from the hospital (to be paid that weak) must
~ be at City Hall no later then Thursday afterncon. The checks are dated
after the Council mesting {usualiy dated on Tuesdays) and do ot errive
at ths vendor untii at lesst 35 averege of seven days have ol@péad'
botween the check date and recsipt by tho vendor, [t behooves us to
concaelva that a time “9 of thls magnitude l's justified or even understand
héu it Is at all possible, ([t Is most cﬂ‘tical that this slituation be
pemedied. §f It continues ths hospizal cannct tske, and has often fore=
gona, the opportunity to engege In teg‘me; of discounts which spacify % in
ten doys., The reascn for this s that it is virtually impossible for the
hospital to psy within thase terms, and in fact (€ often misses on 30=day
terms dus to da!sys with the present systea at the hospital end compl lcated
by this extremsly icng time leg at City e}l (12 duy averegs minimum to @
possible average of an 18 day lag If & voucher ware pmparcd and sent to
City Hall on Fridsy of & waek), On fect, It Is estimsted that the hospitel
 has lost epproximately $325.00 within the past & months {Jenuary 1967-
April 1957) by 1) foregolng "good" discount temms bacause In good falth
the hospital could rot stick to the torms of the sala bocause of these time
lags and ‘hold-ups" at Clty Hall, or, 2) by not teking d!scounés bscause

it has either processed the Involcs at a time beyond the discount terms
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or have had the vendor demand the discount reversed, after the hosplital
had taken the terms, | .

An enalysls of the hospital vouchers indicsted that S0% of all
discounts (other than the x% on_psyrent) are taken after the terms of
the discount &avo expired, | thile naarly all of them are vouchered
bafore esiplration date;, the time lag botwesn preporetion and Issuance of
chacks at Clity Hall extends the tims gap over Into the explred stage,
Therefore, legally, 30% of all discounts taken by the hosplital (with the
exception of those menticned above) could have boen disallcved by the
vendor, Or, opproxiaately $2,500,00 per yoar could bs lost If the
vendors would forcs the hospital 2o comply with the terms of discounts,

An Interssting observation concerning preparetion ef Qouchon for
vendors offering discount terms on _poyment -was made, There (s an averege
tizs lapse of around two 2o four months betwesn the recalpt of Imvolcs
and the date the wouchsr was prepared. n focg, up to 8=12 moath gaps
wera discovercd, This epparently occurs becsuss there isn’t any time
stipulation which must be obsawod., Thereforae, them vendors ere
mg’.‘ececd boc&usa the discount is talen vegardless of whan the vouchers
are p?epamdo ?ha ven%or a-.eho zypicany offerad those speciﬂc terms to the
hosp!tal was usua!iy om w%w daa%t En tas*qa vo!uma wxeh tha hospital,
Cem!n%y, gust bec&use they suamit a lot of iwatcm. and offer dlscount
terms that can be met on payment, does not msen that they should be brushed
eslido whan it comes Cime to submit payment, §f the hospital ware to lose
these favorable terms, It would msan en Immediate cost bestwsen $2,000 to
$3,000 that could realistically be lost on tha discount alons each year,
Unfortunately, however, this fsn"t the only cost that would be Incurred
If these large volums vendors ware lost, A é@mwagivo, accurate estimate
of batwsen $8,000 to $10,000 per year could vary conceivebly be lost If

‘ths hospital were to sover relationships with thelr volums suppliers,

- ¢ p s e T T oS P
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fﬁwsa firms offer tremondous discounts off f!st pr!c&, which cannot be
metched, Tho rapport cerried by ths hospitel with these suppiiers sheuld

not be Jecpardized through slow, mg%ecﬁfu! remitiance to these vendors,

If these suppiiers wera lose, 0t would be &t a tremendous cost to this
institution,

Ancthor fmportant fact which hes extress Ieplications and offects on
the repidity with which vandors recaive peymant §s the requirczant of the
Invoice=vouchar, This particuler instrument s antiquated and, as was
estimated, batrecn 52,683 end $3,600 could be sevad ennuslly in clarical
cexsts §f [t were eliminated o
This ima?m»vwchér, copy 2 of tha purchase order, must bs signed,

noterized, cséags‘ia&ed on foce side, end returnzd to tho hospital before a
voucher cen ba prepsred for payment. Tha consatusnces of this are excass
time lags botwesn rocelpt of goods end Involee ond psyment on that lmvolce.
Vendors are confused as to whet thoy should do with this document, (n fact,
soma vendors ‘:;élH aot evan doal with the hospital bacsuse thay feel that this
 voucher s ton much aggravation and adds to thelr cost of dolng business with
the hospital. Uien this document is lost @m@uﬁa vendors fmqu@ntiy dealt
knoy what to do with It, or If the lecetion of the vender’s sales branch is
gseparets from tho campany’s billing dlvislion it is easily lost) additional
work is Incurrod on the part of ths account payable elerk, She follaws up
on tho purchase ofders by prepering end msiling & purchase expoditer (c! -
off form used to Inform vendors to comply with sows reguiremants before they
will receive paymont), f:cmvar, this Is not tha only fault with this fnvolce-
vouchar. (n Interfering with the timalinass of peyument, it creates poor
relationships betwesn the accounts payable department ond the vendors,

Per hr. R Yo Hunsekar’s petition to the Kayor and Council, City of Highland
Park, Cctovsr 28, 1¥60,
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F‘réquanﬂy. situations arise where tha vendor will disallow a dlscount
because ths hospital did not pay within the tima limits, howvever, thay
could have paid if the Involcse-voucher wsre returnsd on tima, This
genorates confllict botween the accounting offico here and ths vendors,
This situation should not ba pormitted to continus,

In edéiclen, thare §s currently in effect the restricticn to 2 $500
timit on ecch purchase order, Qh!ie this stipulatlion isn’t critical with
respost to the acesunting office, the policy drawn frem It is. The Clty
Controller, with respect ¢o the pregsration of vouchers and tha payment or
ssuing of checks, will rat alicw sithor of thase to enceed that $503 Vimit
en purchase 05";‘2@?30 Sinco the Charter of the City of Highland Park makes
chsolutely oo raferencs to limits on the emount of payment to be remitted ¢o
venders, 8t is rather ridicuious to support or luterpret that purchases have
anything to do with ewsunts In pavmeat for purchases from esy ans vendor,
If fnstesd of paying @ supplicr with ons check for 10 Items (purchased undar
2 separate purchase ordors of $500 cach) costing $1,500.00, tha current pollcy
farcos the sccounis peysble clerk to prapsre two edditional vouchers instead
of ons to cover this 1lability to @ particular vendor, HNot cnly does this
add to costs hore at the hospital (cven in Purchese Order forms) for poving
for ¢he extra tims taken to prosare Chose additicnal vouchers, but there is
also vasted tins end effort &t Clty iiall in praperimg checks, This time loss
at the hospltal smounts to eppreximetely $250/yesr, while &t City Hall to
ebout $300/year (bused on the comsarvative estimste of 38¢ per chsck)., Also,
this doos not taks into considavation savings which would eccrus If tha copy 2
of the purchese order (the lnwwolce~wouchsr) were climinated, since It provides .
no m| centrol and ealy lesds to Incroased costs, 4

ln particular, If this unrnacessary stipulation were 1ifted, it would

trasandously ougment relationships with those vendors with which the hospital |
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hios stonding ordors or deals with {n large volume, both doliarwlise and
erdgrise {o.g., G. A, Ingven). |

Vo do business with ttmée cempantes, the hospital aust supply them with
sany eniva {nveles-vouchars becsuse of tho hg;:;é aushors of partial shipnsnts,
ete. whorein thoy cubmit en fnvelce and also an Invoicao-voucher, #f %%é.y wish
payanad coveriag that invelco., §F chis stop ware eliminated the forms sevings
alcne vounid be $250/year. FPelieving the hosplitol®s vondors of thils unnecessary
reguivenent wouild lnmediately cnhonce volatlonships with vendors, (¢ would:
1) Pornit faster sore timely remittanco o supplior; @) Allaw ths purchasing
dapartmont tho epporuniy o deal with suppliiers unlch presentiy will ot
trausact business with the hospitol; end 3) foduce tims logs In the poyment
procadure, theredby erenting a favsredle csf;msp&aee‘é for nogotlating ',’gcs.:é"
discovnt terms with vesdors vho now dislile doing businass with thae kospital

bacauze 1% Y2ies up'' oo nuch of thalr money,
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The vocomeended changes necessary to effest @ eurrsnt, raproscatative
counts povahio systam ore prescnted below, It will be follaved by those
steps oF precedurss thot wiil mele this systam both ensrotive and feesible.
te ordor to estebiish precodures for the accounts povabie function,
eartoin physical chongos must ke mode with respact 2o the lovout of the
Roesunting 6F¢ico, ?;W‘ changes {reorvengemont of office equipment) ore
shawn in Agpendie B, pe 35 . Essentisily, ¢hoy ars as folicws:
1) Turn ¢80 accounts po “‘256 cﬂaw”s dosk avound so thet she faces the
ocronsiee fi'ts*‘s:a-:t'-‘;iasa.. Hith this, §iling echbinat WY (s shown on the Yeysut)
will bo poraittsd to bs noved and pleced to the right of hor deshe
2} File ezbinoe HoM wilh new ke used to store 211 ‘lepen’ purchose orders in
snd esntimeous flle, not flve individusl files, This smoons chot alt Yopen®

purchnss ordars will hiove to bo rescved fron tholir prosant insividuotl fifo

tosaticons and morssd inte cos file,

A

3) tn Tlco with tho proccding ca&:zgc, the csa.,h fita should ba discentinusd.

fnd,
&) Creotlsn of an Yoncspiien® fils chonld be offectnd ¢o stors ofl brvaless
veam vendars wio offer discounts to tho hospitel. This cmall file should

hove provisions for stering invsicas due on days | - 38,

el Fiiing &svonoouon

LV RSy

o !

To oncslie all of ¢hs Yepen' purchase erdars to ba filed in fiie exbinat

¥, tho foliasing Fiie procodure should bo adopted wliizing the “Pondafia®

fila system. &Lscording to an timte provided by the Purchasing Dapartmant,
tha Mmsg velone vendors ovs Boan sciaected fmm tha suppligrs of the

hospital, ‘E’m secrunting offica should provide iadividual Filas for cach of
thoza. Fifty=-nins hove Geen plcked o3 roprosonting the most opurchosa orders

{both fn dolicrs ond aumlor §sswed), and thoy copsar in Aggp ndin B, pe 36
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"c”ﬁa'fot fewing cnample will suffics in setting up the filie, The names of
tha follcwing vondors are token from those shaun in Appardix E.

Abkote Laboratories
Armeur Fooids
W Liiscellaneous
Boechar, Pocl & Lowis
ct<o
Yo furthsy achiove ropid retricvel of purchass ordare, they sheuld be ;
Fiied verzically with tho purchose oeder aumbsy In the usper rightehond
corper ond fo ascending cumsrical soquense, Tha additiensd Yaiscellonsous™

vile guides will bring the totel file divisieons w0 83, Tho cceounts payvebie

-

clerl, hamver, should crzate @ naw position for any venders which @may in tho

future bo doalt with en @ volume basis. IF any fmuortant cros howve besn eft

it the Mis?, sho chould likewise provide for theom. The vae of eoler coding
may oleo be dosived to visually sot off Eheose vendors who, for euemple, offss
discounts to tha hospital. The toms of these discounts oy elso be typed

ga tha tabs,

Xr oy e

»

Vo eoke tha above voconmondotion feasible, howsver, cortain ci:éégﬁﬁ witl
kowe to Lo wede In the gurchase ordor fomm. The ccosunting cooy (67) shouild
bo meda of cavd steck (similar ¢o the lodeors in the Businsss 8ffice} so that
the roscscory strangth wiil ba provided ¢o File the purchose oriors &;aréscaﬂy,

fed, on lediected previcusly, the hospitel veucher should ke rercvsd frem the

[}

purchose erder snapeset. The veucher should be prewmumbercd seguentialiy by
vouehar ruxbor Instesd e? purehase ordar muber, then using those vouchers,
if cne Is vuined, §t shovid be veidsd and eatercd In the voushar ragister
S5 SULH, 5o that they will 21§ be ccoounted for.

This form should aow originate in tha hccsmzﬂﬁg GFfica resul'tmg ine

tlce savings to both the Purchasing end Accounting Departmont. Alszo, thore will
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be‘the forms savlng as definad in tha HEvaluation Section''., An exampla
of the et Ccpy 7 of ;he purc%ase erder can be found In Appendix F, p. 37
Shown on the form are prov!ssuva P*rmtttiﬁg vtvual éétern!nation of what

ftams are mssslﬁg or ”nalétrg up'* the purchase eréer frcm payment processing.

Yhe propeses vcucher may ba found in kppenafa G, p. 38

ro!
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to assist ihg sccounts payeble clerk In rapidly prc%@sé!ng éata, the
Purchasing, &aba}atery, an °harﬂa ¥ imi% receiving poings) should p?u ess
all packing diips (receivcrs) zﬁrcucﬁ to the Azcaantsrg effice as quickly
as peéslblao They shouid matzh pp a1t packing clips aﬁco wt&h thoir copy of
the purchasse srdar of ragufsiﬁi@n to determine quantities. ?has shouid be

follased with stomping them with tna date reoeivad and the porson rhesﬁiag

guangities should initial ¢he form. At the ent mf gvery day, those packiag

stips received and ready £o be senz to Accounting, shomiu ba deiiwered

‘

0

parsonnily, by the recaiving clierks af eha rFespestive aepﬁ?ém@nés. Lo tha
Accousts Payoble cnermo Stnce daliveries ara not éo ba nade &fter 2200 pomla,
this should permic emple tims %o p?ac 58 the receivers %%rrJgh and deisvar
thom o the Aceounting Uffice, ?his will aliow time for the accounts
payable clerk to begin posting to the purchase journal et the end of the
day end finish the following morning.

tastly, 1t is very Emgereant. hat §f any departmant accopts (receivas)
goods for which the packing slip or receiver is missing, they should
inmodiately make one up for the goods and procoss it through in the shove
maaneP. This is o must §f the hosplital is to‘mainﬁain a emooth effective
aseounts payﬁb?a system and ensble them to hesd off future conflicts with
vendors wino demand pawmsét from the hospital for supplies whan the accounzs

payable cleri has no knowledge of the reeslpt of goods.
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Precessing Pracedures

Eaemination of the graph in Appendin C, p; 35, as mentlcnad, reveals
thée sems means should ba instituted to level the workicad of the eéccunts
payable clevk. Thers are "peaks™ and "ass' vhich rovest that the prasent
system Is not halping her to sproad her work cuz and &ake it less of & dhore,
expoecially ot the end of ﬁhe?ménaho The grops should ba as straight es
pessible ard cna way to effect this would be to permit the c!er? to poét
entries to tha purchasing journal dally. in this monner, the liabilities of
~the hospital, at aay polnt in tima) will be known and control can be affected
cver ﬁhe5lsm§zé of ehésafilabiitsiaé. Pasting ontries to tha pufchasé Journal ?
daily will ajloviate the end of tha month rush ¢o c!oeé aut the purchase
jeavnal so that financiol stotemenis may be propaved. This witl permie’the'
ecegunts payable clerl to process move vouchers esrly {n the month, for
‘essaﬁﬁiaszy there wiil be o closing doun of her jeb-teyciea? out har desk i
fiis; nder this s?sttﬁ she would now &ave time to type wouchors and parfb?m
othar functions es ?i%?ng, because the sysiem éiii poce and space out her work
and tura 1t inte “more of lessM & routine.

 Tha stens which sha should foiicy are:

{3} As poching slips (reeccivers) areive from the receiving depargumnts,
they should be matched with their respaestive purchase ordars. And, undse the
terms of tho purchase order, the dollar emounis shouid be ensered in the
purchase journal ot tho ne: emount (i.0., 22%e discount if cne is offarad),

In lilie manner, the amounis of ana!ce-voucﬁeﬁs coming Trom the Business Gfﬁica,'
Hedical Educction department, end the other direct charge departments, should

ba entared the sams day they arriva from these departments,
{2} The packing slip shouid be fiied amaglwieh thoe puschase order and

attached to it by stoples. Unlass, of courss, it is rendy to voucher, end then

e e 1
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it shouid be held cut end a voucher prepared for it. In case it isn't
lresdy for peyment, tha necassary checkmari sheuld be placed en ths tcb of
the purchase order so that fn vicwing the face of the purchase order, one
can determine what lacks for payment prcﬂﬁssing.

{3} then invoices and invoice=vouchers arrive via U.S. mail, they
should be matched with the purchase orders o which thoy belong. And, if
the receiver is presant, éud either the iavbica#vquc&er has a2erived with
the énvoice cr if it §s oiready present, the purchase order should be pulled
and paymeat on the involce should be pféca sed theough by prepering the
voucher, o ﬁay#ant should bo withield if it con be mode at this time.

That Is, wienover all of the requisites ferApayment'ara present, e voucher
should be preporad that day. However, in the casevof invoices arriv!ng'frum
a vander offering discount torms, the lnvoles should then be filed in the
sm2li discount file., The day undsr which 1% should Ee flicd will hove té be
éatér#ined by the accounts peyebie clerk. 12 should be filed on a date thée
will provide onouch fead Cime to enshle the check to bs prapared ond maiieé
to tha verder, {(i.e., crough tead tima aliawing tinme for the preporation of
the veucher and sending it to City Hall). On aay day, the accounts payable
cieri should go through the discount file and pull thosae invoices which

would have to be pressssed on chat date to enable the remittonce £o arrlve

Y

at the vendor within the tima 1imits of the tsrms of disceunt offered,

in the cose where soms nscessary §ioms {packing siip, invoica=voucher, ezC, )
arg not proscent, she should nelify the vendor zhat iF they esxpocted to be
paid within the terms of discount, thay shouid deliver thé gcods e Patuen
the requitred imveigesvoucher, othsmise they should not have billed the

hospital ¥ cither of those two Items were not st ¢he hospital or attachad

to the invoice {in the case of the invoiceevoucher).
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To further explain the above c'iwnges. it should he noted that the
seriai{zation process should be maintained, hﬁmevar. the tima stamping of
invoices, invoicee=vouchsrs, and reccivers should be discoatinued. Bug, the
accounts payable elerk should begin dating the purchase Journai,
The workficw or schedule of the accaunts payeble clerk should follew

the general tims graph belaw,

Invoices & Involces Receivers
Yeuchers arriva {Packing siips)
. -._g.s.x;m\
Stare of Doy tzon - {ivach) Eud of Doy
Finish ?&p%ng _ torge luv, & lnv.~vouchors
VYoustiars end Post 7 ws“h P.0.%5, then bagin Lefe~aver voushers
o ¢he Purchase Journal vping vouchers {tine pormitting, begin
JE. ' posting to purchese jouvnal)

memsescnannnocsnaldeenunnace e

Har work should Tolicw this c.yc?e daily. ¥his will sllevinte the
uiiesirable aspects of the present system, such as not an.éem current
!Eahilsti‘e‘s ti¥l tho middis of the month folicwing closing of the purchase
’jc-»urm?. it witl also lovel out the gzmsassi:a§ of vouchers whiich will ke
effectad by the daily entvy to the Purchase Journal and the deily preparing of
vouchsars for all purchose orders on w%m:h it Is possibia to wmeke povment, and
rouce eha risks or chonces of tosing supplicrs of goods and sorviees,

Angtiiar bencfit of this new system Is ths enteving ¢o the purchose
journal at not amsunt (Gross less discount) at the gine of roceipt of paeking
silp instond of when the voucher was boing propored. la this systom, engry
‘&t net could mean one of tro procedures will ke ’:’a%%émd. then it comes tims
to pay a verdor through the preparation of a vouchsr, iF shé discount is not

taken, the entry to the vouchar register should be as in {1} balow, bYhen

tha disc@uut is taken, the oniry will be as in (2) below:
Toial amoung Biscount Discount
of Youcher Lest Talen
1. Anv Vendor $ sttt $ oo -
2. Any Vendor $ suuni.ent - Srsttonx
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fnstead of the method of oniv chcwing discounts taken , both will
bs recorded, This moans thot wheh the aczounts peyabie clerl Is preparing
vouchsys and one is for a vendor offering a Giscount, then sha kogws that
the nst Figure wos entered in the purchose journal. So, she will pfepsre the
vouchar for the emcunt to bo paid. The difference betuzan gross end not sheuld
be recorded in the voucher register &s discount lost oF discoun? ta2ten, since
thls informazion is informative in both ceses. Az ¢hz end of the manth, the
total of the discounts lost column should hoe shown on the finascial statevent
as on wdministrative expenza, sioce presumably 1€ is the respansibility of
administration to sce thot obilgoiions of the hespital are paid within the
discount pericd. Therofore, whan *ﬁe cieri: eomputes the discount for entry
to the purchase Journoi, she sh@ﬁté staé!a her adding mochins ¢ons to the
fnvoice ¢ ﬁ:wing tha gross, discﬁﬁﬁt, end not amcunt {igures,
Lugslde Fogtors
A disturbing point which must be remedied ss scon as pozsibie, with

reference to the impact of the contrals of the City of Highiand Park, is
the exsess 2ime lag between the submission of hospital vouchers and the
veceins of checlis by vendovrs, Undor the prescnt canditions, Cigy Hall mskos
it virtunily impossibie Vor the hospital o pay within the torms :l-19 dsys.

wich the othor faCLQ s presented i the fEvaiustion Qrst%enﬂ
e

[~

the requirenent of the Iavoice~tousher, City Councii®s opprovel of 211 choeks
tssued, and ths $500 1imi¢ on vouchers end pucchose erders, ara o vathee
formidable problems which must be cvercome if the hospital is ever to baceme
current with respect to systems designs. Comnunity Systems Foundation,
howaver, sugasst ths Fo!iesing aliternatives viiich administration may pursue

if they dosive rellef from the problems Tacing them. For instence, thesats
on the psrt of vendors o Yeut~of ™ suspiies o the hospltal uniecsa they

get at feast near curvent oa paymﬂats. Or, missing on discounts end foregoing

fovorahie offors because in "sood Talth® the hospital kacw it could never

most tha torms of the offers.

B
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Possiblie Solutions

(!) Eliminozo the invoice=vouchor on the grounds that it provides
no actual contrel of any other purpose, cicept hecoming a nuisance and

sdding to costs at the hospital, City Hall, and eha ventor, This will do

much ¢o speed pe y*ant to vendors and open coportunitics ¢o deal with
sugpliers wio will not currentiy deal with the hospitel bee of the

cmborscmne involcs=yousher,
2) Aztempt to eliminote Che opproval for payment {l.e., Council's
approval of clalms ond scoounis). Ccuncii®s epproval posscsacs noghing at
2%t in the woy of contrdl, and ewiy teads to excessive cims delays in the

- -

payment procass. Since the Gity founcil olvezdy approves eil purshase; of

e,

Copital ltems {ond any contracts over $500), the hospital is “locked In" on

purchosa controsts once it accepis the goods. (¢ epponrs, therefore,

L%

fnconseguential whether ob net_ﬁagna&? apgv*ves‘seméshing for poyment whon
thera §s oo othay alternalive for the hospital oxeept to pay, since thay
ara commitieed, GF CGny¢, the hosaital csui"° reak the contract end ssnd
the goods booh to the vendor and suffer the consccuences. But, this
vidicuious sigp ¢ hould be aveided,

Souncil may etiil veview what and who is baina pold through 2ha
proparation of he Vst of Clolms and Accouats. §F ¢hoy observe scme 2etion
on the part of one of the city bronches of which thoy disapprove, they may
taka corrective action o curtail them from pursuing future courses in the

szmo direstion. The argumont is that once the hospital is chiigated 2o |

pay, cus o scocptance of goods on orior onnroval of Cite Council to cnter

inzo the conivact, it is §ut§!e to aitempt to control o step payment after

the hospitel is comittod or legaily respcnsibie for the goods., The onily

w

tace whave spproval end contvol will have any effect is prrior to the

ane

ssuing of puvrchose ordevs, rot ofior sonathing ordared bas been recejued

or performede At this polnt it is tco late, Thereforo, ail checks should
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be preparcd ond fssusd deily in tho soms manner os vouchers will be-
prepared ot the hospltal. The emounis thoreof mey be presanted to the Clty
Council for veview, [n assence, the ergumentation heve is, since Council
alveedy approves the purchese erder, why should they, 4s!ﬁw the hospital
is committed to pay, intorfore with the peyment oF issuerce of checks.
This should simply be sudited by the Controllcr end subjoct to the revies
of the City Council, |

(3} The preéading aiterantive sugges‘az; that 211 vouchors areiving
at City Holl should bo procossed and o check issuad o the vepdes daily.
i¥ this is not &ga’eaab!ei et leas? the processing of those vouchers In
: pa?rmnt to vendors effaoring discount Cerms should ba edopted. That Is,
crente excaption conditions so that poyment bofore eapim& fon of the discount
pericds may bo effocted, Then, those chocks could be Blsted in @ sepavate
secticn in the claims ond eccounts listing, and subjece ¢o the raviaw of -

Counsit,
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CONPARISON AED SUMWRY

Present vs. Proposed Sysiem

Present Procedures

Packing slips {recelvars)srrive ot
Accounting office and are time etompad
end filgd In dosk file &iphabatically
Invoices and Involce-vouchers arrive

and ara time stemped and flled
alphabsticaliy In dosk file,

Vendors who offer discounts. are reviamed
first and 1f psyment can be made agalinst
amy purchese orders issued 2o them, tha
Vlability is recorded in ths purchase
Journsl end @ voucher bs preparad.,

!jmﬁ parmitting, the other vendors®
purchese orders sre roviemed 2o sea §f
payment could be mads to any of tham,

If so, the Ilabitity Is recordad bn the
purchase Journal end a voucher {s
prepared,

For all ftemn remaining in desk file

at the end of the mankh, the 1labiticy
is recorded in tha purchesa joursal for
thosa Items rocelved and resdy for
paymen2 and for these recelved end some
nacossary ftom facking for pmgﬂcna to be
made,

Vouchers are preseraed for thosa ready for

payment, and tho remalnder of the purchase

erdors are flled NEYo

Broposed Precedures
Ao - Packing siips (rocelvars) arrivs
end are motched with thelr respective
purchsse ordorg, the discount come
puted if any offered, and the
tiabilfty Is recorded in ths purchase
Journsl, The packing siips are then
stépled to ths purchase crdses and
flled away, Furchasing should type
the terms of contrast on each
purchase order 5533@60.
8. fnvolces and Involce-vouchars arrive
and are merged with thelr respactiva
~ purchase ovders., If recelvesr is
present, purchase arder i3 pulled
and & voucher is prapored for !t.
lnvoices and Invelceeveuchers
pertalning te vendors offering
discounts are filed in smadl file by
date dus (i.e., dste when voucher
should bs prepared in order for
remiteance o arrive at vendor in

time to take advanicge of discount

eermsg
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el File, kept In drawer, usad o

fiie &l receivors end invoices,
@ic, atphabaticaliv.
8sen purchase erders ore fitcd

* £

atphobetically In five seporate
files,

Cno *closcd” fila wizh both Yclpsegh
purchase orders being

flicd hers sinulcancously, -

[N

Purchiose ordars ave currently
fited horize

bospital vouchsy poperciipoed to

£
{co

purchase orders,

mainzoinad,

orders wit

LA
Propased F Cilg Systen

Besk ff!e is eliminated and irvoiccs

‘etc, are Filed diractly with thelr

ccovvesponding purchase orders,

One "open' filo is kopt for ati
Thé'purchaea
orders are fiiad aiphabeticaily,

aad ia escending aumerical

sepavataly.

Same “c%eseéﬁ file should be
encept Yopord? purchaga
i be re=Filed in the
_"egen" fiie,

For additicnol control over dise

'ceuﬁas. & small excoption file

3ift ba mointoined for fnvoicss

possessing discount tevms.

Y

Purchose ordey willi nox

Qs

have copy 7
{accounting deporerent copy) made

of card steck, pormitting them o

be filed vercicaily. Also, the
vouciier wili coriginote ia the
accounting office and not be

attached to the purchass ovder.
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ovarwhaining sum is plied upon the cierk to precsss ghrouch in a fou days, If
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Preseng bevous _ ¥3o Proposed Lavout
Files too far from eccounts payshlie A, File uscd most frecuently is
clerk and in tha way of people walking ~alongside accounts payable clerk's

threugh the office. . : . desk and amay frem disturbances,
| Desk now facing wall Insteod of
 other clerk.
in ésumm’y,‘ the proposed system will echieve conditions fovorable end
conducive to effoctive, efficlent work motheds. ¢ will gammze ¢imely poyments
to vendors vhore real speed end prompiness will preduce a fevorable etmosphere
with vem. s and op&n [yecel] e?am’s in negotiating purchase contraces. This uill ha
arfe‘.ted S.ag, ¢ho pmpcwd syaeem &ec&use its basls is poyment whes corditlions for
payment cocury thet s, vihien all itams regulred for the pmzwm:lon of the wouchers
a&re present, the wwghas’ wild bs pa’eg;amd that day, .'i‘h‘és ts possible beceauss the °
function of recerding Vfebilicies In the pus'csza«e jourral @il now be performed
wdien the ?&'m!“ty has boen fncuyred, :? ioe,, wign ¢lele to gmr;ds has besn transferred)
e the day of ac:cepmm:e o{ the coeds, egco by the hosplitei. This step elons wli!
permit the zceounts pasabﬁe clerk timd ar:sum deily to pracess vouchers for pavmnt i
whon the rag mqii:es for poyment ave present. Coupled with ¢he proposed fiting |
systom, changes In the purchase order, and presedura éenw@zanns, the hospital |
23l arrive ot c:enté’e! ever ¢he exnsong of tes liabilities, ﬁ:isa, informaticon
such o8 the citeat of‘ discounts leot, éiil ey bocome wa!géb!e to peralt tighter
edninistrative control over such o veluable functlon,
The cemperison polats out how posting ¢o the purchesze jo:umai. preparatiosn
of vauchars, ond filing will be parformed daiwo And, thot the disposition of
eny purcheze order witl ba known end action taken on it when cenditions are .

petmitting. Mo work will be permitted to accrue so that ot & Bater date an

this system cchisvas nothing ot ail, 3t wlil &2 leest provida ths sccounts

payable clerl: the opportunity to have hee work poced and sopcorated suf fficiently




s"eiéﬂ;e to tims to auable I;ar to work efficiently. She will knuw the status

of svery purchase order (l.e., ¥s 1% ready for payment, “open't, ‘closed”, ete,)
This system will gencrate the estimated costs savings o3 stated n the "Evaluation
Section', of approximately $3,300 §ar voar In tho hospitel alone. Thore ave

also cost ssvings et Clty Hall If they would drop the policy of not fssuing
chocks to exceed $500.00. Thess savings would accrue If all recemrendations
presanted in this report were implemented. TYhere are mony Intangible benefits

ond Incalculoble cests sswings which will resuiz, as pointed ouR In tho body

of this repore, if this system were [mplemented,
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ABALYSIS OF C.S.F.%s RECEIPT (F CHECKS

APPEIDIX B

wliie

i 2 3 & 5 6
Voucher Date Chock Date E.T, CSF Rec’d Chack | E.T. betwaen | Total Elepsad
{1-3) 264 Time (1 « 4}
h=25-67 5=2=57 7 5=9-67 7 110
be=25-07 5=2«67 7 5-8=67 7 i4
3=8=67 3=14=67 6 302267 8 1L
1=§0-57 1=31=67 21 2=7=i] 7 28
12«16-66 l=liaf7 i9 l=13=57 9 28
11=28-65 12=6=66 7 12=12-66 6 13
H=ib4=£6 1§-22<66 8 11=28=68 6 11
10=28--G6 181966 i2 1l=15-66 6 18
8~10-55 8-16-66 6 8=24=56 8 14
6=20-65 - - 6=30-65 o 10
52086 - - 6=20-66 v 30
ba25-65 B=3=66 8 Be}li=t56 8 16
3=18-65 be22-66 35 b=27-66 5 Lo
Aversgs
Elapsed Tine 12,36 days 7 days 19.4 days
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High Volume Vendors

Abbott Labs.,

Araour Focds

Ecechor Pock & Lewis
Frad Y, Boyes

Burdett Cuygen
Business Forms Service
Bussings Office Supply
Canzada By

Ciba Pharm,

City Poultey
Continsntat Baking Co.
Born Fruit & Produce
Excal Preducis

Jack Gell

Ro €. Gibson

Grand Packing

Graat Lekes Refriceration
Highland Park Tebacco
Hema Juice Co,
Indopendent Bliscult Co.
G, A, lrgrem Co,
instasan Fharm,

ipco Hospital Supply
Jay Ara Pazar Co.

King Coffea Co,
Kuttnouer Hfg, Co.
LaSalle Turnasr Electrie
Lynn Madical Co,

HeCabe Brugs

Fcllasson & fiokbing, [nc.
Metrepolftan Pypewriter
tational Cyiinder Cos
tatlional Grug Yholezale
fuclose Consuitoant Corp.
Chio Chamical Co,

Grtho Pharm,

Panama Curhen

Parie Davis

Pfizer Leb,

Rupp & Bowmen
Sclentific Products
Seven Up

S & G Grocary

APPERDIX €

Sigma Chem, $o,
Slivers Qffice Supply
Simon & Leeman Co,
Sun Vallay Fonds
Suporior Fish Co.
Tiague Brovn Co,.
Travenol Lebs,

U, S, frndustrial Chem,
U. S, Vitanmin Corp,
Upjohn '
VYernors

Yita=thest Baksrles
Wezan Mod, Supply
Whitehouse Kfg,
Yinthrop Lobs

ﬂ}“sﬁ:h, inco
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Rooring ITnforiaation Per ShipmenTs RECEWVED

S CENCRAL 1NFos TF DISCCLNT Tle 3 GTANDIMNG SRDIR (I BACK ORDERED ITEMS

TCPEQIFIC \NFORMAMAN Lk INLIVIDOAL SHIPWMENT
SHIPML MY B iR PR 2. 3. A, 5.
P Tuvowc €

PATC VNUMICLE FILED
URNDER (016¢ouTs onsly)

{

| RECEWER
hlmw.nc(:—Voucm:R
OTHER 1IN FORMATIOIN

PLACE W\N
C\osED
P.o.Filer
1
PuRCURLE
EXPIRITURE

SEWNTY E]

PURCHASE ORDER

H

-

SECOND PARTY AGREES TO MANUFACTURE, SELL AND DELIVER MATERIALS SPECIFIED HEREIN,
SUBJECT TO THE TERMS AND CONDITIONS STIPULATED HEREIN AND ON THE BACK HEREOF.

DATE OF ORDER

DELIVERY REQUIRED AT HOSPITAL

AMOUNT SHIPPED IN EXCESS OF QUANTITY SPECIFIED
MAY DL KETURNEO AT STILERS EXPENSE

F.O.B.
PAYMENT
ROUTING

VENDOR S INVOICE NO.

REQUISITION NUMBER R DEPT.

QUANTITY ITEM

EXPENSE DISTRIBUTION

UNIT PRICE

AMOUNT

PLEASE ADVISE IF ENTIRE ORDER CANNOT BE FILLED IMMEDIATELY.  pURCHASE ORDER
NUMBER MUST BE SHOWN ON ALL PACKAGES, PACKING SLIPS AND INYOICES. RE-

CEIVING OFFICE IS OPEN FROM 8:30 A.M. TO 4:00 P.M. MONDAY THROUGH

FRIDAY. ATTACHED INVOICE-VOUCHER MUST BE COMPLETED (BOTH SIDES),
. SIGNED NOTARIZED BEFORE PAYMENT CAN BE MADE. =7r]

N

-,

DEPUTY PURCHASING AGENT

——"> SEE REVERSE SIDE FOR BILLING INSTRUCTIONS AND CONDITIONS

THIS ORDER NOT SUBJECT TO MICHIGAN SALES OR USE TAX___ ~

ACCOUNTING DEPT. COPY
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HOSPITAL VOUCHER
ALY cER V-123 4
-12.
CONTROLLERS AUDIT
CHECK NUMBER -
CHECK DATE VOUCHER DATE
?
TO
&
<
SERIAL ! VENDOR'S PURCHASE ORDER . . :
NUMBER Care N NUMBER AMOUNT DISTRIBUTION OF EXPENSE AMOUNT
% DISCOUNT
NET AMOUNT NET AMOUNT
’ APPROVED BY:
HOSPITAL DIRECTOR
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