
11

Voucher, Vendor and Payment 
Processing – State Expenditures

Dawn Nichols, Deborah Oliveri, 
Elizabeth Bogdanowicz, and Robert Lehmann



22

Harvesting Knowledge
2016 Fall Conference   | October 25 - 26

Office of Operations
John Traylor, Executive Deputy Comptroller

Division of Contracts & Expenditures
Margaret N. Becker, Deputy Comptroller
Bernie McHugh, Director, Bureau of State Expenditures



3

Vendor Management

Vendor Management Unit

Vendor 
Maintenance

Vendor 
Projects

1099 
Reporting

Who are we and what do we do?
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Components of the Vendor File

• WhoVendor Number

• HowLocation 

• WhereAddress

• Authority to Make 
ChangesContact



5

Search the Vendor File
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Vendor Add/Registration Process

• Legal Business Name ONLY
• Do not enter a Doing Business As (DBA) name
• Do not use any punctuation except “&” and hyphens (-)
• Please be careful not to include extra spaces 
• Never use prefix titles such as Dr, Mr, Ms etc.
• Legal Business name exceeds 40 characters use Name 2
• Refer to the Agency Vendor Manual for acceptable word 

abbreviations
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Vendor Add/Registration

• Add DBA to Line 1 (if applicable)

• 55 Characters for each line

• Second address should contain street direction and   
include Apt or Suite

• Try not to use address line 3 or 4

• Please enter Primary Contacts email address and phone number
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Vendor Add/Registration
• IRS Validation of Vendors and the Staging Table procedures

– Common TIN Name Failures,  name’s contain “LLC” or “Co” 
– TIN Mis-match Report
– Email sent to agency contacts contain Staging Table ID

• Other Vendor Adds
– Foreign Vendor

• W-9, W-8 and Foreign Vendor Registration Request Form
– Single Payment Vendors

• 0400000002 – Statewide non employee travel
• 0400000003 – Statewide OSC Approved 
• 0400000004 – Statewide Dual Party Check

– Special Use Vendors (Land Claim and Advance Accounts)
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New Vendor Webpage

http://www.osc.state.ny.us/vendors/index.htm
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Vendor Maintenance
• Address/Contact

– Promote eSupplier for adding address
– Only vendors submit change forms

• Bank Account Information
– Only one bank account per vendor 

• Name Changes
• Business Structure Changes Forward

Information  
to VMU
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eCommerce- NEW
• Email PO Dispatch

• SFS will email you PO directly to the vendor
• Vendor needs to create an “Ordering Address”

• Electronic Invoicing
• Vendors will create or submit an invoice directly to SFS
• Interested vendors should contact the Vendor Management 

Unit at (eCommerce@state.ny.us)
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1099 Reporting
• IRS Regulations require to file informational 1099 

Forms to  vendors/payees and IRS
• If New York State does not comply with the IRS 

regulations, the IRS will assess substantial penalties 
against the State. The Office of the State Comptroller 
will transfer these penalties to the Business Unit that 
did not comply with the regulation.

• Please do not submit  Form 1099 on your own 
• 1099-INT- ensure you use correct account code 

information to report interest paid.
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1099 Reporting

• Business Units play a vital role in helping New York 
State comply with these IRS regulations by ensuring 
vouchers accurately identify whether the amount is 
subject to 1099 reporting and by classifying the 
reportable amount for the appropriate withholding 
class.
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Voucher – Invoice Tab
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Voucher - Invoice Tab – Withholding Link
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What Is Reportable
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What Is Reportable
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Who to Contact
• GFO – Chapter X

• SFS Helpdesk 
• 518-457-7717
• sfs.sm.HelpDesk@sfs.ny.gov

• Vendor Management 
• vmu@osc.state.ny.us

• 1099 Reporting
• fedrep@osc.state.ny.us
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Voucher Audit Team

Who are we?

What do we do?

voucherauditmailbox@osc.state.ny.us
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Voucher and Expense Report Processing

Vouchers
• Flow of vouchers

– BU/BSC ----> Budget Check ----> OSC ----> Filters ----> 
Approval/Denial

• Status of Pending OSC or Under OSC
• Vouchers submitted to OSC 

– before 5pm will be approved the next day
– after 5pm will be approved in two days
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Voucher and Expense Report Processing
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Voucher and Expense Report Processing
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Voucher and Expense Report Processing
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Voucher and Expense Report Processing

Expense Reports
• Flow of expense reports

– BU/BSC ----> Budget Check ----> OSC ----> Filters ----> 
Approval/Denial

• Status of Pending OSC Audit or Under OSC Audit
• Expense reports submitted to OSC will be 

approved two business days from the day 
submitted
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Our Work

Audit Filters
• Approximately 160 filters

• Constantly changing

• Judgmental selections

• 2 days
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Our Work

• Contacts – Information requests and rejection notices
– Online – Voucher Authorizer

– Bulkload – previously designated by BU

• What we are looking for:
– Pricing criteria

– Proof of delivery

– Invoice

• Follow ups and Site Visits
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Our Work

• Special Audit Processes
– Citibank

– Interest

– Pitney Bowes

– National Grid

• Releases
– Vouchers

– Expense Reports
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Special Circumstances

Agency Requests:
• Expedites – Approve before 2PM Budget Check!

• Rejections

voucherauditmailbox@osc.state.ny.us
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Special Circumstances



30

Voucher Audit Comments
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Special Circumstances

• Lapsing

• Accounting Periods

• Fiscal Year End

• SFS Secure – Operations Data
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Resources

• GFO

• OSC’s Operational Calendar

• Operational Advisories
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Audit Services

Audit Services

Help
Desk

Payment
Processing

Liens &
Offsets

Who are we and what do we do?
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Payment Processing

• Special Handling
• Separate Payments
• Scheduled Payment Date
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Payment Processing
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Payment Processing
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Cancel and Reissue Payments

• Check Cancellation
• Check Reissue
• GFO Chapter XII 

–Section 9.C.
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Cancel and Reissue Payments



39

Cancel and Reissue Payments
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Cancel and Reissue Payments
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Outreach Letter
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Cancel and Reissue Payments
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Cancel and Reissue Payments



44

Credit Memo

Vendor owes BU a credit based on 
good/services already paid for.
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Credit Memo

• Vendor Owes BU a Credit
– Process an Adjustment Voucher

• Enter Negative Amount
• Reference Related Voucher
• Enter Distribution Line to restore funds
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Credit Memo
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Credit Memo
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Credit Memo

• After Credit Memo is Processed:
– Vouchers Processed by ANY BU to the Vendor will 

Combine With the Credit Memo
– Reduce Disbursement to Vendor
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Credit Memo



50

Credit Memo
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Credit Memo



52

Credit Memo
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Credit Memo

• What Goes Wrong
– Vendor Does Not Use E-Supplier
– Agency Processes Credit Memo and ROA
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Credit Memo

• What Should You Do
• Communicate With Vendor
• Controls Over Processing Credit Memos/ROA
• Contact State Expenditures Helpdesk
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Liens and Offsets

• Mechanic’s Lien

• Restraining Notice

• Administrative Offset

• Sheriff’s Execution

• Department of Labor 
Lien

• Federal Tax Lien

• Federal Tax Levy

• Department of Labor 
Levy

• Department of Taxation 
and Finance Lien
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Liens and Offsets
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Liens and Offsets



58

Liens and Offsets
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Liens and Offsets
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Questions?
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Contacting Us
voucherauditmailbox@osc.state.ny.us

• To request a rejection or an expedite

• To determine why a voucher or expense report has not paid yet

• To find out what information we need to approve something we’re auditing

• To find out when a voucher or expense report will be approved

• To request approval to use the One Time OSC Approved and the Emergency Vendor ID

• Any questions on why we rejected a voucher or expense report

stexpend@osc.state.ny.us
• To change a scheduled payment date

• If a vendor claims to not have received payment, to verify address and bank account

• Special handling (handling codes, payment methods, etc)

• Status of payments (cancelled checks, returned ACHs, etc)

• Credit Memo issues

vmu@osc.state.ny.us
• Any vendor related issue or question

offset_unit@osc.state.ny.us
• Any lien related issue or question
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