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April 15, 2013

IMPORTANT PAYMENT INFORMATION FOR VENDORS DOING
BUSINESS WITH BERNALILLO COUNTY

Bernalillo County is implementing a Vendor Invoice Management System on July 1,
2013 . Along with this new technology, we are making changes to our business
process which will require you, as a vendor, to make some changes as well. To
enable Accounts Payable (AP) to process your invoice for payment:

1. All invoices must be sent to:
Bernalillo County Accounts Payable
One Civic Plaza NW
10th Floor, Room 10045
Albuquerque, NM 87102
OR emailed to: accountspayable@bernco.gov
OR faxed to: 505.468.7201

2. AP will not process an invoice for payment without a current, correct
purchase order (PO) number referenced. PO's are issued solely by the Purchasing
Department. A PO number should always be obtained prior to conducting business
with the County. Failure to obtain a PO number prior to the delivery of goods or
rendering of services could result in non-payment.

3. Bernalillo County staff should present a Purchasing Department issued PO
number (and a work order number if applicable) when picking up goods or when
your organization delivers goods/services. This PO (and work order number if
applicable) must be referenced on the invoice and must be sent to AP as
instructed above. If staff does not provide this information, please contact AP.

4. Please also ensure that your invoice includes an invoice number and date. Your
invoice should mirror the following information shown on the PO: Quantity, Unit of
Measure (UOM), Unit Price, Amount, Description and Tax.

5. For those vendors that provide ongoing goods and services to the County, please
be advised that each July 1st, a new PO number will be issued by the Purchasing
Department; therefore, vendors are responsible for referencing the current year PO
number on all invoices.

Thank you for all the goods and services that you provide to Bernalillo County. If
you have any questions or require additional information, please feel free to contact
AP at 505.468.7020.






	ENTER TEXT HERE1: April 15, 2013
  
IMPORTANT PAYMENT INFORMATION FOR VENDORS DOING BUSINESS WITH BERNALILLO COUNTY
 
Bernalillo County is implementing a Vendor Invoice Management System on July 1, 2013 . Along with this new technology, we are making changes to our business process which will require you, as a vendor, to make some changes as well. To enable Accounts Payable (AP) to process your invoice for payment: 
 
1. All invoices must be sent to: 
    Bernalillo County Accounts Payable
    One Civic Plaza NW
    10th Floor, Room 10045
    Albuquerque, NM 87102
    OR emailed to: accountspayable@bernco.gov
    OR faxed to: 505.468.7201  
 
2.  AP will not process an invoice for payment without a current, correct purchase order (PO) number referenced. PO's are issued solely by the Purchasing Department. A PO number should always be obtained prior to conducting business with the County. Failure to obtain a PO number prior to the delivery of goods or rendering of services could result in non-payment.
 
3.   Bernalillo County staff should present a Purchasing Department issued PO number (and a work order number if applicable) when picking up goods or when your organization delivers goods/services.  This PO (and work order number if applicable) must be referenced on the invoice and must be sent to AP as instructed above. If staff does not provide this information, please contact AP.
 
4.  Please also ensure that your invoice includes an invoice number and date. Your invoice should mirror the following information shown on the PO: Quantity, Unit of Measure (UOM), Unit Price, Amount, Description and Tax.
 
5. For those vendors that provide ongoing goods and services to the County, please be advised that each July 1st, a new PO number will be issued by the Purchasing Department; therefore, vendors are responsible for referencing the current year PO number on all invoices.
 
Thank you for all the goods and services that you provide to Bernalillo County. If you have any questions or require additional information, please feel free to contact AP at 505.468.7020. 
 
 
 
	ENTER TEXT HERE2: 


