
Invoice received in 
field office

Review for 
accuracy of price 

and quantity

Assign proper 
collocation code, 
program code, 

ledger code and 
account code

Approved and 
signed by 
authorized 
individual

Make a copy for 
field office records

Send original 
invoice to Juneau 

Central Office / 
Finance for 

payment

Original invoice 
received in Juneau 

Central Office 
mailroom and date 

stamped

Invoice disbursed 
to appropriate 

desk.

Accounting 
personnel audit 

invoice for 
completeness and 

accuracy

Input invoice into 
AKSAS

Warrant processes 
successfully and 
mailed to vendor

File original 
invoice and 

supporting backup 
documents in file

Submit to 
certifying officer for 

certification


