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CHAPTER 8 – WHAT TO DO WHEN ITEMS OR SERVICES ARE RECEIVED? 
 
A.   ON-LINE GOODS RECEIPTS 
 
If you do not enter a Goods Receipt in SAP, payment cannot be processed by Accounts 
Payable.  
 
Prior to entering the online Goods Receipt (GR), you need to have a copy of the invoice from the vendor 
and a copy of the PO.  If the order was placed by another office on your behalf, contact that office to 
obtain a copy of the PO and/or invoice.  Schools and offices are responsible for verifying the accuracy of 
the order and entering the “online receiver” into SAP, immediately after delivery of materials. Please 
ensure that the GR has been created. Partial receiving is an acceptable process to account for only 
those materials received.  Publishers may only invoice for materials as shipped.  The Accounts Payable 
Branch will pay the publisher’s invoice based upon materials that have been received “online” either 
partially or in full.  Entering GRs  in a timely manner is crucial in processing the invoices and taking 
advantage of available discounts associated with your order.  Additionally, it may avoid the potential 
vendor credit holds or providers halting business with the District. Furthermore, we can avoid penalties 
and interest to help preserve the District’s General Fund. 
 
For instructions on how to enter a receiver please go to the following link: 
http://www.lausd.net/ol/basetraining/shoppingCartBPP.html 
   
 
B.   DAMAGED GOODS & COMMODITIES  
 
Prompt examination of the shipment by you at the school/office is essential to verify the condition of 
each shipment whether the shipment is from the District General Stores Distribution or an independent 
vendor.  Where there is evidence of damage, the package or packages should be opened immediately for 
inspection.  The extent of damage is to be noted and reported to the vendor or District General Stores 
Distribution. 
 
In case of partial damage to a shipment which does not render the shipment worthless, the shipment, at 
your discretion, may be accepted.  If not accepted, you must resolve the matter with the vendor directly.  
If the shipment was from the District General Stores Distribution, you must notify the District General 
Stores Distribution.  
 
If no notification of damage is reported, it will be deemed that the shipment was received in apparent 
good order.  
 
Damage discovered after the delivery of the shipment shall be reported to the vendor directly or District 
General Stores Distribution (if shipped from the General Stores Distribution).   
 
If additional assistance is required, the School/Office may contact PSD for assistance.  
 
C.   SHORTAGES  
 
There are several types of shortages which could occur in the shipment.  This includes shortages in the 
number of pieces or packages received, loss of contents, and shortages in the contents of the packages.  
 
The number of pieces or packages received in a shipment are to be checked by the School/Office against 
the number indicated in the Purchase Order or requisition.   

http://www.lausd.net/ol/basetraining/shoppingCartBPP.html
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In the event of any variance, a notation of that effect is to be placed on the Purchase Order or 
requisition.  The School/Office must notify the vendor or General Stores Distribution immediately.   
 
D.   RETURN OF MATERIAL 
 
Arrangements are made between you and the vendor or General Stores Distribution as to return of 
shipments.   
 
E.   SERVICES  (Professional Services Only) 
 
If a discrepancy arises between the contracted services and the received services, you should attempt to 
resolve the matter with the contracted service provider utilizing the contract terms and conditions.   
 
F.   ACCOUNTS PAYABLE PAYMENT OF INVOICES  
 
F.1. Payment for Materials  
 
The Accounts Payable Branch will process payment if there is a: 1) Purchase Order, 2) Goods Receipt 
(via SAP) and 3) vendor invoice.  A payment is processed when all three items above are matched in 
SAP.  
 
Purchase Order - Prior to ordering materials, an executed Purchase Order must be in place. After the 
fact or confirmation Purchase Orders or confirmation orders will not be generated. Ensure the correct 
Purchase Order type, vendor code, and object code are selected. 
 
Goods Receipt - No payment will be made until the Goods Receipt (GR) is entered in SAP  and 
matched with the Purchase Order and invoice by the Accounts Payable Branch.  Enter a GR only for the 
materials which have been received. Do not enter a receiver based on pro-forma or quotes. You may 
enter partial receivers after receiving part of the materials. 
 
Invoice - Accounts Payable will only make payments on “valid” invoices.  Schools are strictly 
prohibited from requesting advanced billing, pro-forma, and quotes from vendors and submitting them 
to Accounts Payable as invoices. 
 
NOTE:  An electronic notification will be sent to the Shopping Cart requestor once Account Payables 
enters an invoice and the Goods Receipt is missing or is not sufficient to cover the invoice.  Schools and 
Offices should enter the Goods Receipt as soon as possible or research if the items have been received at 
the site. 
 
To expedite the review and payment process, please note the following items: 
 
a. If you receive a copy of an invoice from a vendor and notice that the amount is greater than the 

Purchase Order amount, then modify the Purchase Order to reflect the invoice amount or request 
that the vendor provide a credit memo for the difference.   

b. Ensure all invoices include an invoice number, date and amount.  If the invoice number is missing, 
request the vendor to assign an invoice number that is unique and will not be recycled. 

c. Purchase orders for lease and service agreements involving office machines such as copiers, etc. 
must be monitored by school and office staff.  It is crucial to ensure the Purchase Order covers the 
lease and/or services and extra copies for the time period being requested.  This information should 
also be included on the Purchase Order.  
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F.2. Payment for Services Rendered 
 
F.2.a. After-the-Fact and Unauthorized Commitments (DD-1) 
 
The District will not process invoices that do not have a valid contract with Purchase Order or Purchase 
Order (low dollar professional service Purchase Orders) executed by authorized District personnel. 
Therefore, all vendors are required to have a valid contract or Purchase Order prior to providing 
services or delivering goods to a school or office within the District.  If the vendor provides services or 
delivers goods in advance of a valid executed contract or Purchase Order, the vendor does so at its own 
risk and invoices received will not be processed for payment.  Therefore, you must ensure that prior to 
receipt of services or goods delivered by a vendor, that the appropriate procedures are followed to 
ensure payment to the vendor.  Anyone who willfully and intentionally violates the procedures set forth 
in this Procurement Manual may be personally liable for the costs of services or goods incurred by the 
District.  
 
For information regarding on who can enter into a contract or Purchase Order for the District, please 
read Chapter 6, A. WHAT IS A BINDING CONTRACT WITH THE DISTRICT?   
 
DD-1  After the Fact Contracts  
 
DO submit your contract request in sufficient time to allow processing of your request 
and development of the competitive solicitation and contract, or justification of single 
source and contract.  A minimum of 15 business days is recommended for Single Source 
procurements.  If prior approval by the Board of Education is required for a Single 
Source contract, a minimum of 40 business days is recommended.  Call Procurement for 
time estimates where the process will be competitive. 
 
DON’T create an “After the Fact” contract.  Don’t authorize a contractor to commence 
services or ship products unless a valid, fully executed contract or Purchase Order has 
already been established by Procurement. 
 

Unauthorized Commitments (DD-3) 

 “Unauthorized commitment,” as used in this subsection, means an agreement that is not binding solely 
because the District representative who made it lacked the authority to enter into that agreement on 
behalf of the District. 

Policy: 

(1) Schools or Offices should take positive action to preclude, to the maximum extent possible, 
the need for ratification actions. Although procedures are provided in this section for use in 
those cases where the ratification of an unauthorized commitment is necessary, these 
procedures may not be used in a manner that encourages such commitments being made by 
District personnel. 

(2) Subject to the limitations in paragraph (a) of this subsection, the Board of Education or Chief 
Procurement Officer (if dollar amount falls under delegated authority), may ratify or approve an 
unauthorized commitment. 
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(3)  An After-the-Fact form must be submitted explaining the circumstances and detail of the 
unauthorized commitment to include what the school or office is doing to rectify not only the 
unauthorized commitment but also preventative measures to ensure such commitments do not 
occur in the future. 

(a) Limitations. The authority in this subsection may be exercised only when - 

(1) Supplies or services have been provided to and accepted by the District, or the District 
otherwise has obtained or will obtain a benefit resulting from performance of the unauthorized 
commitment; 

(2) The ratifying or approving official has the authority to enter into a contractual commitment; 

(3) The resulting contract would otherwise have been proper if made by an appropriate PSD 
representative or officer; 

(4) The Procurement officer reviewing the unauthorized commitment determines the price to be 
fair and reasonable; 

(5) The Procurement officer recommends payment and legal counsel concurs in the 
recommendation, unless District procedures expressly do not require such concurrence; 

(6) Funds are available and were available at the time the unauthorized commitment was made; 
and 

(7) The ratification or approval is in accordance with any other limitations prescribed under 
District procedures. 

DD-3  Issuing a contract 
 
DO check with Procurement if a vendor asks you to sign a contract. 
 
DON’T sign a contract with a vendor.  School Principals, Heads of Organizations and 
Senior Staff do not have contract signing authority.  It is a matter of District policy and of 
public law that only the governing board of a school district may issue contracts.  At 
LAUSD, the Board of Education has delegated the contracting authority to the 
Superintendent, who in turn has sub-delegated that authority to the Chief Operating 
Officer.  No school or office has contracting authority, except by specific sub-delegation 
via the above channels.  
 
“Fully executed”, for this purpose means that the contract or Purchase Order must carry 
the signature of a duly delegated contracting official of Procurement, except where a low 
dollar Purchase Order may be issued by a school or office, or where a Master Services 
Agreement authorizes the school or office to issue a Task/Work Order accompanied by a  
Purchase Order. 
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F.2.b. Low Dollar Professional Service Purchase Orders  
 
For Low Dollar Professional Service Purchase Orders, Accounts Payable will process payments when 
the following three items are matched: Purchase Order, Goods Receipt (via SAP) or approval for 
payment, and vendor invoice.  
 
1. Purchase Order – Prior to receiving professional services, an executed Purchase Order must be in 

place. There will be no more after the fact Purchase Orders generated. Ensure the correct Purchase 
Order type, vendor code, and object code are selected.  

2. Goods Receipt – Enter a Goods Receipt (GR) transaction (via SAP) to verify that services have 
been rendered and to authorize payment.  

3. Invoice – Contractors/vendors should submit invoices directly to the Accounts Payable Branch 
after services have been rendered. 

 
F.2.c. Contracted Professional Services  
 
For contracted professional services, Accounts Payable will process payments when the following four 
items are matched: executed contract/amendment, Purchase Order, vendor invoice, and authorization 
(approved invoice) for payment.  
 
1. Executed Contract/Amendment – Contract/Amendment signed by both contractor and 

LAUSD. 
2. Purchase Order – Prior to receiving professional services, an executed Purchase Order must be in 

place.  There will be no more after the fact Purchase Orders generated. Ensure the correct Purchase 
Order type, vendor code, and object code are selected.  For audit, reporting and tax purposes it is 
imperative to use the correct object code when creating a Purchase Order.  

3. Contract – must be accompanied by Purchase Order prior to services or good delivered.  
4. Invoice – Invoices are scanned in Accounts Payable and routed to appropriate staff for processing.  

In order to begin the process invoice must have a valid Purchase Order number, invoice number, 
invoice date, and invoice amount.  Contractor should submit one copy of invoice to Accounts 
Payable and one copy to sponsoring school/office for review and approval.  All invoices must 
include: 

 Purchase order number – specific to the services rendered  

 Payee - Contractor’s name – same as contract and Purchase Order 

 Vendor address – must match vendor file information in SAP. If it does not match, vendor 
should request PSD to update address) 

 Invoice number – preferably 8 digits and should not be recycled 

 Dates when services were rendered – within contract or amendment dates 

 Description of work/Service – specify activity or phase completed 

 Quantity of hours billed – follow payment schedule or terms 

 Unit price – Match to rate per person, position, package or module 

 Expense reimbursements need to be submitted with proper receipts  

 Itemized shipping, handling, and sales tax – Professional service fees are not subject to sales 
tax while materials are generally subject to sales tax 

 Total amount due 

 If applicable, deduct any retention per the contract from the total amount due. 
 
5. Authorizations for payment  – To verify that services have been rendered, review invoice for 

accuracy.  Instruct vendor to correct invoice if errors are found and notify Accounts Payable you 
have requested a revised invoice. 
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6. Goods Receipt – Acknowledgement that services have been received.  Ensure invoice is accurate 

prior to entering Goods Receipt.   
 

7. Advance billing – is not acceptable and vendor will not be paid until services or goods have been 
delivered.  

 
8. Advance payments – Generally not permissible unless allowed under specific terms and 

conditions of the contract.  The advance payment policy and procedures are described in Bulletin 
BUL-4589.1 (or current edition). 
 

Questions concerning invoices and payments should be directed to the Accounts Payable Branch at 
(213) 241-4800 or accounts-payable@lausd.net. 
 
F.3. Contract Close-Out 
 
When a contract has reached its final expiration date or been terminated, several District departments 
have a role in ensuring that the contract is properly “closed out.”  Generally, the process of closing out a 
contract is intended to make certain that: 

1. The District has received all deliverables to which it is entitled under the agreement, 
2. The District has received and paid the contractor’s final invoice for services provided under the 

agreement; 
3. All expense-reimbursement or other contractor claims for indirect costs have been settled, 

invoiced and paid; 
4. Any District property that the contractor is, by the contract, required to return to the District 

(e.g., security badges, laptops or other equipment) is duly returned; 
5. Any excess or unused funds encumbered on account of the contract are un-encumbered and 

transferred to the appropriate District account; and 
6. The contract file is completed and appropriately filed. 

 
The following table shows which party, as between you, the sponsor organization, Accounts Payable, 
and PSD, is responsible for each of the indicated close-out actions: 

 

  
CLOSE-OUT ACTIVITY 

RESPONSIBLE OFFICE 

    You A/P PROCUREMENT 

1 Ensure that the District has received all 
contract deliverables 

X   

2 Ensure that the District has received and paid 
the contractor’s final invoice 

X X  

3 See that indirect cost reimbursement requests 
are invoiced and paid  

X X  

4 Have contractor return District property X   
5 Un-encumber unused funds X X X 
6 Make sure contract file is complete and up-to-

date 
  X 

mailto:accounts-payable@lausd.net

