


• PURCHASE ORDERS ARE USED FOR THE PURCHASE 

OF ITEMS  

           (IF YOU CAN PHYSICALLY HOLD IT IN YOUR HAND – YOU NEED A PO) 

• Examples: spackle, paint brush, batteries, padlock, chain, etc. 

 

 

• IT IS A ROUGH ESTIMATE OF HOW MUCH THE ITEMS 

WILL COST 

 PURCHASE ORDERS 



INVOICES 

• MUST HAVE ORIGINAL INVOICE (no copies or faxed 

copies) 

 

• USE THE DATE OF THE INVOICE (not the date you 

are entering the invoice) 

 

• ENTER CURRENT INVOICE AMOUNT (do not use 

“ending balance” or include “beginning balance”) 

 

• ALLOCATE SALES TAX ALONG WITH THE ITEMS TO 

THE CORRECT EXPENSE ACCOUNTS (do not code 

as a separate line item to miscellaneous tax accounts) 

 

 







INVOICES (CONTINUED) 

• AFTER CHOOSING THE EXPENSE ACCOUNT CODE IN ICAM, MODIFY 

THE ACCOUNT CODE NAME TO INCLUDE BRIEF SUMMARY OF WORK 

DONE 

 

• DO NOT DELETE THE ACCOUNT NAME 

 

• INCLUDE APT # ON ALL WORK DONE 

 

• EXAMPLE: 

• 6542-010 PLUMBING CONTRACT   - #206 REPAIRED LEAKING 

TOILET 

• 6546-000 HVAC EQUIP/REPAIR & MAINT - #100 REPL 

COMPRESSOR 

• 6561-042 MICROWAVES - #001 REPLACE MICROWAVE 

• 6546-000 HVAC EQUIP/REPAIR & MAINT - #3B INSTALLED NEW 

HVAC 

 

• INVOICE CODING -  WHAT IS THE DIFFERENCE….. 







6541-000                 Repairs & Maintenance Supplies          113.48 

6561-010                 Paint Supplies                                           32.84 





6542-020                 Electrical Contract                                   

650.00 





6542-040                 Locks Contract                                         

873.05 





6595-000                  Fire Protection                                         

395.00 







EMERGENCY CELL PHONE INVOICE 

• ONCE A MONTH 

• $35.00 TOTAL 

• CODE IT TO 6360-020 

• ONLY APPLIES TO SITE MANAGER 

AND MAINTENANCE PERSONNEL 

• IF BOTH PERSONNEL RECEIVE  CELL 

PHONE REIMBURSEMENT THE $35 IS 

SPLIT ($17.50/PERSON) 

• IF YOU WORK AT MORE THAN ONE 

PROPERTY THE COST IS SPLIT 

BETWEEN EACH PROPERTY 

• SUBMIT ONE VOUCHER PER 

PERSON PER PROPERTY 





PETTY CASH 

• BALANCE WEEKLY 

• SUBMIT ONCE YOU HAVE SPENT APPROXIMATELY $75.00 

• SUBMIT ORIGINAL RECEIPTS 

• NO PERSONAL PURCHASES 

• DO NOT USE PERSONAL MONEY/CREDIT CARDS 

• KNOW HOW MUCH YOU WERE ORIGINALLY ISSUED 

• DO NOT PAY VENDORS FROM PETTY CASH 

• DO NOT USE SUBTOTAL ON RECEIPT OR CASH PAYMENT 

AMOUNT 

 

• CASH IN BOX + TOTAL OF RECEIPTS = PETTY CASH ISSUED 



PETTY CASH 1 (PC1) RECEIPTS 



PETTY CASH 1 (PC1) RECEIPTS CONTINUED 



Cash on Hand 

(PC1) 



3/10/14                Lowes Home – sanding paper/carpet trim           21.00            6541-000 

113.73 

220.23 





Cash on Hand 

(PC2) 

NOTE:   $52.42 PREVIOUSLY REQUESTED NOT YET RECEIVED 



     52.42 in transit 

+ 147.58 

= 200.00 originally issued 


