Procedures – Notices to Vendors per MAPP 04.01.10

Form: Notice of Incorrect or Incomplete Invoice Received by the University of Houston
This form is used when vendors send invoices that do not meet the required standards set by the university in accordance with Texas Government Code.  Complete this form and e-mail it to the vendors to notify them that their invoices need to be corrected and re-submitted.  Copy the e-mail to Accounts Payable (AP) Dispute-form@uh.edu, so AP can maintain the completed forms in the central file.  It should be noted that AP will maintain the forms for tracking purpose only, and departments are responsible for contacting and following up with the vendors to make sure they receive corrected invoices for processing payments.
The form contains the following sections:
· Complete the vendor information in this section. 
		[image: ] 
· Complete this section if the original invoice sent by the vendor was missing the required information.
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· Complete this section if the original invoice sent by the vendor had incorrect information.
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· Complete this section if the original invoice was charged for a disputed amount and provide a detailed statement of the amount of the invoice which is disputed. 
[image: cid:image001.png@01D7DC94.131012D0]
· Complete the department contact information in this section.
[image: ]
Form: Notice of Non-compliant Delivery of Goods or Services
[bookmark: _GoBack]This form is used when vendors delivered goods and/or services that are not in compliance with the terms and/or condition of the order, contract, or other agreements. Complete this form and e-mail it to the vendors to notify them that your department is returning goods, disputing, or requesting action(s) by the vendors.  Copy the e-mail to Accounts Payable (AP) Dispute-form@uh.edu, so AP can maintain the completed forms in the central file.  It should be noted that AP will maintain the forms for tracking purpose only, and departments are responsible for contacting and following up with the vendors to make sure the issues are resolved.
The form contains the following sections:
· Complete the vendor and goods/services information in this section.
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· Describe the issue(s) in this section.
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· Complete this section if the original invoice was charged for a disputed amount and provide a detailed statement of the amount of the invoice which is disputed. 
[image: cid:image001.png@01D7DC94.131012D0]
· Complete the department contact information in this section.
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__The invoice included the following incorrect information. The revised invoice needs to be submitted.
Payment terms that are different than those specified in the purchase order o contract.

__ Goods that have not been delivered to the university or services that have not been completed, unless
the purchase order, coniract, or other university document contains a provision for advanced
payment

__ Unit prices or quantities or total price or quantities that exceed those indicated in the purchase order
or contract,

__ Charges for goods, services, or shipping that are not valid items ordered or agreed to by the
University

_ Taxes or fees from which the university is exempt s a state of Texas institution of higher education.
 Charges for late payment interest. Late payment interest calculations will be made in accordance with
the Texas Government Code.
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This is a detailed statement of the amount of the invoice which is disputed.
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‘This form was completed by:

College/Division. Department

Name; Phone: Email
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Vendor name:

UH document number:

Invoice mumber (if known).

Vendor ID;
Date of delivery

Date items returned;

Quantity

Description

Retumed or in dispute
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Reason for returns/dispute:
Ttems were found to be damaged non-functioning upon inspection.
Ttems were of different type or specification than ordered.

Ttems were in excess of the quantity or volume ordered.

Ttems were missing.

Other (see the comment below):
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‘This notice was sent to the vendor by the following person at the university on (date):

College/Division; Department

Name; Phone: Email
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Name of vendor: Invoice number;
Date invoice was received: Tavoice amount:

Date invoice was returned: UH document number;
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__The invoice needs to be re-submitted with the following information:
Vendor’s remit to address

Vendor’s confact/representative information for correspondence

University’s Purchase Order o other document mumber

Name and mailing (ship to) address of the University department that received the goods/services

Description of the goods delivered or services rendered in sufficient deail to identify them as the same
‘goods/services in the purchase order or conract.

Other (see the comment below)





