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A
dditional G

uidelines

Invoice D
ate:

•	The date listed on the supplier invoice.  If the 
supplier invoice does not contain an invoice 
date, O

SS w
ill use the date the invoice w

as 
received.

Invoice R
eceived D

ate:
•	The date the invoice w

as received and 
accepted by the agency or O

SS.

Invoice A
m

ount:
•	O

SS w
ill pay the current charges show

n on 
the invoice or the am

ount due, w
hichever is 

less.

Late Fees / Interest C
harges:

•	N
o agency is authorized to pay late paym

ent 
or interest fees charged by suppliers other 
than fees charged by regulated utilities and 
U

nem
ploym

ent C
om

pensation paym
ents.

•	If a state agency fails to m
ake paym

ent by 
the required paym

ent date, the agency shall 
calculate the interest in accordance w

ith 
O

R
C

 Section 126.30 and O
AC

 Section 126-
3-01.

•	U
tilities regulated by the O

hio Public U
tilities 

C
om

m
ission (PU

C
O

) m
ay bill late paym

ent 
charges based on the rates approved by 
PU

C
O

.

C
onfidential Personal Inform

ation:
•	C

onfidential personal inform
ation (i.e., social 

security num
bers, bank account num

bers, 
H

IPPA inform
ation, etc.) m

ust be om
itted or 

redacted from
 supplier invoices.

Purchase O
rders:

•	The U
nit of M

easure (U
O

M
) on the purchase 

order should m
atch the U

O
M

 on the supplier 
invoice as it im

pacts the w
ay the PO

 is 
liquidated.

State Sales Tax:
•	The State of O

hio does not pay state sales 
tax charged by an O

hio-based supplier for 
goods/services.

Paym
ent Term

s:
•	N

et 30 unless otherw
ise established by 

w
ritten agreem

ent or supplier offers a 
discount for early paym

ent.

C
apital Paym

ents:
•	W

hen using a capital expense account code, 
the project chartfield is required.

•	All capital paym
ents are processed w

ith D
ue 

N
ow

 paym
ent term

s.

Invoice B
asics

O
hio R

evised C
ode (O

R
C

)

A proper supplier invoice m
ust m

atch the 
purchase order in all respects, be free from

 
defects/im

proprieties, and should contain the 
follow

ing non-altered elem
ents:

•	Supplier N
am

e
•	Supplier Address
•	Supplier R

em
ittance address

•	Invoice D
ate

•	U
nique Invoice N

um
ber

•	U
nique Account N

um
ber (if applicable)

•	Am
ount D

ue
•	Paym

ent Term
s / D

iscounts
•	D

escription of G
oods / Services

•	D
ate goods / services w

ere received
•	D

elivery location / Ship To address
•	C

ontract N
um

ber (if applicable)
•	Purchase O

rder N
um

ber (if applicable)
•	Agency N

am
e / Business U

nit / O
rigin C

ode

Invoice N
um

ber:
•	If the supplier invoice does not have an 

Invoice num
ber, O

SS w
ill create one using a 

set of standard guidelines.

•	O
R

C
 126.30  

Interest on late paym
ents for goods and 

services

•	O
A

C
 126-3-01 

Prom
pt paym

ent requirem
ents

•	Paym
ent m

ust be m
ade w

ithin 30 days of 
receipt of a valid invoice, unless other term

s 
have been established by w

ritten agreem
ent

•	W
hen an invoice contains a defect or 

im
propriety, w

ritten notice to the supplier 
m

ust be m
ade w

ithin 15 days of receipt of 
the invoice.


