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FIN – Template – Invoice Reconciliation for Hardware

IBPL Sample Template
Invoice Reconciliation for Hardware
Invoice reconciliation from the Hardware Asset Manager perspective

The main focus of invoice reconciliation for the hardware asset manager is the confirmation of the right dollar figure to complete the purchase of new hardware. 

Best practice is for the invoice to come from the vendor to the Hardware Asset Manager rather than directly to the accounting department.  

The invoice is compared to the quote, the PO and the packing slip invoice that came in the box with the asset.  (For the organization that is an outsourcer, the documentation includes the client SOW).  Once the Hardware Asset Manager has confirmed that the invoice is correct, it is sent onto the Accounting department for payment.  Additional paperwork may be required such as an approval or the cost center for authorized budget allocation.   Invoices are required to have the serial numbers for the assets as well as descriptive information.  Invoices, like POs, frequently have multiple purchases on a single document.

In the case where the documentation does not match what is expected, or there are discrepancies between the PO or the packing slip and the invoice, the Hardware Asset Manager must resolve the discrepancies and then authorize payment.

Issues with invoice reconciliation include:

· Processes that require all invoices go directly to accounting, where the invoice is paid if it is within a certain percentage of what is expected.  This may or may not be an issue for a new purchase, but on renewals such as maintenance, this can be a problem.  The accounting dept is typically not aware of other negotiations that are going on, or whether the invoiced item is still in use and if it is appropriate to pay the invoice.  

· Invoices going directly to the budget manager, who may not act on it in a timely manner.  The choice on whether to renew or not usually requires notification before a certain date and requires prompt attention.  The budget manager should be included in the decision on whether to renew, but not receive the paperwork.

Invoices associated with large dollar amounts, such as payments to outsourcers do not usually pass through the Hardware Asset Manager but instead go to the executive responsible.  These executives will then request information from the Hardware Asset Manager regarding accuracy, usage, cost centers involved, satisfaction rates and other pertinent details.  The budget managers may also be asked to provide feedback.  

Systems involved in invoice reconciliation include the procurement system, accounts payable and the ITAM asset ownership repository.  The procurement system and the accounts payable systems may be part of the ERP system.  Receiving the expected item in the loading doc is often recorded in the ERP and actual receipt noted in that system is required before the invoice is paid.
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