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Policies and Procedures: Check Processing – AP Web Voucher 
 
Harvard will issue checks using the Standard Check Service for routine situations. 
 
1. Standard Check Processing Service –  
This service accommodates routine situations, paying according to vendor terms established in the vendor 
file.  Consult the Vendor Discounts / Vendor Payments policy for more information.  Accounts Payable (AP) 
processes the invoice using regular procedures and mails the check directly to the vendor. 
 
Refer to ABLE for the instructions on how to create a standard vendor payment. 
 
Harvard will issue checks outside the Standard Check Service for non-routine situations.  
 
Processing transactions outside of the standard check service (vendor paid on terms, check mailed by AP) is 
inefficient, costly, and increases our business risk.   However, the need to periodically make exceptions for 
emergencies and special handling and/or mailing is recognized.  In order to reduce the number of high-risk 
transactions and to minimize the risk of fraud, it is recommended that the number of options outside the Standard 
Check Service be significantly reduced. 
 
AP will exercise judgement regarding what constitutes emergency and/or special handling treatment for non-routine 
situations.  AP will work with the local units to determine the type of request and which of the following services is 
appropriate. 
 
Prior to contacting AP with a non-standard check service request, local units should consider payment alternatives 
such as the Pcard or planning ahead to ensure the check reaches the vendor via the mail using the Standard Check 
Service. 
 
2. Non-standard Check Processing: Emergency Same Day Check Service 
This service accommodates only Student Receivables Office (SRO) student emergencies, Mortgage and 
Educational Loans Office (MELO) mortgage checks, gold purchases, and certain Office of General Counsel 
(OGC) requests.  
 
Should an extraordinary situation arise not noted above, the local unit should contact their Financial Dean 
(or equivalent) to discuss an appropriate course of action with the Director for Procurement. These situations 
require the signatures of the Financial Dean (or equivalent) and the Director for Procurement. 
 
Approved requests submitted to AP before 12pm will be available for claiming by the local unit after 4pm the same 
day at the AP Customer Service Desk. 

See Overview Check Processing Services Grid attached for criteria/policy 
 
Refer to ABLE for the instructions on how to process non-standard payments. 

 
3. Non-standard Check Processing: Changing Invoice Payment Terms (One Time Changes) 
This service accommodates situations where an acceleration of payment terms in the vendor file for a specific 
invoice is requested. For these requests local units must have the approval of their Financial Dean (or 
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This service accommodates situations that require the local unit to distribute the check to the vendors/payees.  
These payments must be based on the established criteria of this policy as stated in this paper.  

See Overview Check Processing Services Grid attached for examples 
 
Note: This service applies to AP checks only. This does not include employee/non-employee travel and 
reimbursement checks. Those checks may not be claimed at the Travel Desk. 
 

Special Handling Check requests are submitted to and approved by AP and made available for local units to claim at 
the AP Customer Service Desk. It is not possible for Accounts Payable to call local units when the checks are 
available. Please allow AP three business days from date of receipt to process request.  Checks not claimed within a 
week of the check date will be mailed directly to the vendor.  

note: Certain transactions may be pre-audited and Tax Operations will review those with potential tax 
ramifications which may increase the processing time.  
 

Refer to ABLE for the instructions on how to process non-standard payments. 
 
Other Issues:  
• Alternative Mail Site  
There may be situations when it is necessary to send a check to an alternative mail site (i. e., local unit address).  
These situations must be substantiated in an email to AP. The email address is: ap_vendorhotline@harvard.edu 
 
These alternative mail sites are short term and only activated for two weeks. They are not permanent changes to the 
Vendor File. 

note:  Recognized Harvard Student Organizations are permanent set-ups. The two week deactivation does 
not apply. 

 
To establish an alternative mail site the payment must be to an individual and meet one of the following criteria: 
• Moving with no forwarding address 
• Honorariums when direct presentation of the check is required at the actual event 
• Recognized Harvard Student Organizations 
• First time payment for new arrivals with no local address 
• Final fellowship payment to foreign scholars returning to their home country. 
• Subject payments according to policy.  Consult the Processing Human Subjects Policy for more information. 
 
• Check Enclosures 
An enclosure is only appropriate when the vendor’s business process requires that additional information 
accompany the payment.  Examples may include subscriptions, conference registrations, utility payments, etc.   

 
note: If the vendor/payee provides a form with their invoice number referenced this should not be handled 
as an enclosure.  The Harvard AP remittance stub will reference this invoice number. 

 
Local units must submit a complete package including a completed Web Voucher Enclosure Request Form. 
 
Refer to ABLE for the instructions on how to process non-standard payments. 
 
• AP Forms 
Depending upon which check processing service is used and what procedures are followed there may be specific 
forms required (Non-Standard Check Processing Services Form, Web Voucher Enclosure Request Form).   
 
The critical path to check processing: 

• Complete and accurate vendor file set-ups   
• Timely submission of invoice to AP  
•  Inclusion of Web Voucher number on invoice 
• Approve Web Voucher prior to sending invoice to AP

http://able.harvard.edu/wv/qr/wv604q/index.shtml
mailto:ap_vendorhotline@harvard.edu
http://vpf-web.harvard.edu/documents/HumanSubjects.html
http://able.harvard.edu/forms/enclosure_request.pdf
http://able.harvard.edu/wv/qr/wv604q/index.shtml
http://able.harvard.edu/forms/nonstandard_check.pdf
http://able.harvard.edu/forms/enclosure_request.pdf
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Check Processing Scenarios and Recommendations for Alternative Approaches 
The following are intended to be examples of the interaction between local units and AP in instances where non-
standard check services are requested. Since Emergency Same Day and Special Handling Check Services are 
considered high risk, AP will be responsible for approving all such requests.  
Scenario 1. Checks Mailed with Enclosure 
 
Local unit: Has need for and calls AP and requests “pick-up check” to mail with an enclosure or cover letter.  
 
Risk: “Pick-up checks” have been high risk and provided opportunity in the past to improperly divert the funds. 
 
Recommendation: Process and mail by AP using Standard Check Service. 
 
Alternative: Use Pcard. 
 

Scenario 2. Payments to Construction Contractors   
 
Local unit: Has need for and calls AP and requests “pick-up check” for hand delivery to construction contractors. In some 
instances, checks are drawn well in advance of actual approval of the service. 
 
Risk: Payments to contractors are high risk as they are typically for large dollar amounts. Drawing checks in advance of approval 
of the service is not a prudent use of University funds and requires they be adequately safeguarded. 
 
Recommendation: Process and mail by AP using the Standard Check Service or Changing Invoice Payment Terms if contractor 
requires expedited payment.  
 
Alternative: Plan to ensure payments to contractors are processed at the appropriate time. 
 
Scenario 3. Payments to Post Office to Refill Postage Meter 
 
Local unit: Has need for and calls AP and requests “pick-up check” to refill postage meter.  
 
Risk: Considered high risk because checks have been lost in transit and they can be used to purchase a money order from the post 
office. 
 
Recommendation: Consider alternative means to process.  
 
Alternatives: (1) Pcard  or (2) Refill meter by phone (e.g. Postage by Phone and CMRS) and have AP mail check via Standard 
Check Service. 
 
Scenario 4. Payments to Post Office to Purchase Stamps 
 
Local unit: Has need for and calls AP and requests “pick-up check” to purchase stamps.  
 
Risk: Considered high risk because checks have been lost in transit and they can be used to purchase a money order from the post 
office. 
 
Recommendation: Consider alternative means to process.  
 
Alternatives: (1) Pcard (2) Purchase stamps by mail via Post Office Order Form and have AP mail check via Standard Check 
Service.  
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Overview Check Processing Services  

Note: Corporate vendors are set up in the system for payment based on their terms 
and/or contractual agreement. Individual vendors and recognized Harvard Student 
Organizations are set up in the system as immediate payments. 

Type→ 1. Standard Check 
Service 

2. Non-standard: Emergency 
Same Day Check Service 

3. Non-standard: Changing 
Invoice Payment Terms (One 
Time Changes) 

4. Non-standard: Special 
Handling Check Service 

D
es

cr
ip

tio
n Routine 

This service 
accommodates routine 
situations, paying 
according to vendor 
terms established  in the 
vendor file. 

Extreme emergencies listed 
below. 
This service accommodates 
situations that require emergency 
processing of a check for the local 
unit. 
 

Emergencies approved by 
Financial Dean (or equivalent) 
This service accommodates 
situations where a one time 
change in payment terms in the 
vendor file is requested. 
 

Must meet stated criteria 
below. 
This service accommodates 
situations requiring the local 
unit to distribute the check to 
the vendors/payees.   
 

Ex
ce

pt
io

ns
 None Generally None 

 
Extraordinary situations 
approved by Financial Dean (or 
equivalent) and Director of 
Procurement. 
 
 

Must be approved by 
Financial Dean (or equivalent) 

 None 

C
he

ck
 

di
st

ri
bu

tio
n AP mails check to 

vendor 
Local unit claims at AP and 
distributes to vendor 

AP mails check to vendor Local unit claims at AP and 
distributes to vendor 
Or  
Local unit selects alternative 
mail site according to 
established criteria and 
distributes to vendor 

Ri
sk

 C
on

tr
ol

 • Low risk 
• Good controls in 

place 
• Total system process 
• Separation of duties 

• High risk  
• Processing outside the system – 

less controls in place 
• Local unit claims and delivers 

the check 
• Checks could be diverted 

• Low risk 
• Controls in place 
• Within basic system process 
• Separation of duties 
 
 

• High risk  
• Processing outside the system 

– less controls in place 
• Local unit claims and delivers 

the check 
• Checks could be diverted 

Pr
oc

es
s/

F
or

m
 • Standard routine 

process – no special 
form required 

• Non-standard Check Processing 
Services Form: Complete 
Sections A and D 

• Non-standard Check 
Processing Services Form: 
Complete Section B 

• Non-standard Check 
Processing Services Form: 
Complete Sections C and D 

  • Enclosures: Complete and attach Web Voucher Enclosure Request Form 

A
cc

ep
te

d 
C

ri
te

ri
a 

• All situations not 
included in columns 
2, 3, and 4. 

• Gold purchases: prices/rates 
highly volatile. (e.g., DEAS) 

• MELO mortgage closing checks 
for faculty 

• SRO  student emergencies (e.g., 
death in the family) 

• OGC requests 

• There are several possible 
examples of situations 
requiring changing invoice 
payment terms.  

 

(For complete definitions refer 
to criteria section following this 
grid) 
• Cash on delivery (COD)  
• Certified check purchase 
• Confidential payments 
• Copy rights, permission fees  
• Distribution fees 
• Foreign projects requiring 

special handling 
• Function related services  
• Honoraria when it meets 

criteria 
• Government  payments  
• Student awards/prizes - 
• Postage/meters and mailing 

houses (see Check Processing 
Scenarios) 

• Rent and related fees 
• Royalty payments 
• Vehicle purchase and 

registrations 
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Criteria – must meet the following definitions/examples: 
• Cash on delivery (COD) charges: This is appropriate only when the vendor ships COD. Local units should avoid 

COD shipment situations wherever possible. 
• Certified check purchase: This is appropriate only when the vendor/payee accepts nothing else. 
• Confidential payments: Examples include payments involving patients  (e.g., UHS), legal matters (e.g., OGC, 

HPRE). 
• Copy rights, permission fees: Examples include Source book, libraries. 
• Distribution fees: Distribution of Sanders Theater proceeds. 
• Foreign projects requiring special handling: Examples would include overseas projects requiring check in hand 

and payments to countries with unstable mail services. 
• Function related services: Examples include DJ’s, caterers, etc.  
• Government payments: Examples include taxes, police, fire, and municipal local units, gun permits, function 

permits, training classes 
• Honoraria: This is appropriate when direct presentation of the check is required at the actual event.  Selecting 

an alternative mail site (local unit) is the preferred payment processing method. This does not include 
consultants. 

• Student awards/prizes: Examples include graduation related and other awards/prizes issued to students 
throughout the year. This does not pertain to grants, fellowships or stipends. 

• Postage/meters and mailing houses: This is appropriate only when postage must be purchased on site at the 
Post Office (e.g., bulk mailings). Using Pcard or refilling a meter by phone (e.g. Postage by Phone, CMRS) 
using AP Web Voucher Standard Check Service to are the preferred payment processing methods. 

• Rent and related fees: This is appropriate when establishing a rental agreement (e.g., security deposit, first/last 
month’s rent). 

• Royalty payments: This is generally limited to OTTL and HU Press foreign royalties. 
• Vehicle purchase and registrations: This is limited to the HU Insurance Office. 
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