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Overview of Level Two Documents 

 
 
 
2.0 Accounts Payable 
 
• Certifying Officers 
• AP Supervision 
 

2.1 Small Purchase Credit  
 

• Separation of Duties 
• Reconciling Credit Card Statements 
• State Tax Exemptions 
• Disputed Items 
• Training 

 
2.2 Travel Management  

 
• Separation of Duties 
• Travel Vouchers 

 
2.3 Grants 

 
• Excessive Draw Downs 
 
2.4 Transit Benefits 

 
• Transit Benefits for New Employees 
• Transit Benefit Documentation 

 
3.0 Accounts Receivable 
 
• Notification of the Intent to Refer to Credit Bureaus 
• Record Maintenance 
• Interest Fees and Charges 
• Allowance for Doubtful Accounts Maintenance 
• Delinquent Debt Collection Policies 


