
 

 

 

 

Invoice Verification Procedure 

Delivery Acceptance Procedure 

1. Check all delivery tickets/invoices at time of delivery.  

2. Compare the delivery ticket/invoice to the H&H Purchase Order for items and quantities ordered to 
ensure all items ordered have been delivered.  

3. Clearly mark delivery tickets/invoices for missing and/or damaged items while driver is present and 
before signing them. (See attached sample invoice)  

4. If you are missing an item at time of delivery and still need it, please contact H&H, not the vendor. 

ALL INVOICES SHOULD BE SCANNED/EMAILED TO: INVOICES@HHPURCHASING.COM 

Invoice Checking Procedure - After Invoices Are Received 

1. H&H Purchasing reviews all invoices from our H&H vendors to verify price accuracy, and if applicable, 
issues correction forms to account for missing items, damaged items, or price corrections. 

2. Once invoices are reviewed, they are stamped indicating that pricing is approved and is ready to be 
paid, subject to any adjustments. 

3. All invoices will be emailed back with a link to a “package” pdf. Each package contains the following: 

a. Spending Update Memo (SUM), which tracks spending in all relevant categories,  

b. Vendor Remittance Form (VRF), which advises how much to pay as well as details any 
invoice corrections (price corrections, missing/damaged items, discount terms), and 

c. Invoice(s) stamped by H&H indicating it has been processed and if a correction form was 
included. 

4. Upon receiving this package, invoices are ready to be entered into your accounting software and paid. 
When a correction to pricing has been indicated, the payment should be based on the amount listed on 
the VRF, not the invoice total. The VRF should be submitted along with the payment to the vendor. 

5. When a monthly statement is received from a vendor, please let us know if the vendor does not issue a 
credit for the H&H corrected amount. H&H will contact the vendor to assist you in resolving any 
remaining partial balances due to corrections made. 

Additional Notes: 

 Invoices sent from non-H&H Purchasing vendors (for budget update purposes) cannot be price 
checked and will be stamped with “Not an H&H vendor”. The invoice amount will be reflected on the 
SUM, unless otherwise noted.  

 Invoices that have previously been processed will be listed as a duplicate on the SUM and not included 
in the package. 

 Prepaid invoices (invoices that have been paid prior to sending to H&H, which is NOT recommended) 
will be checked for accuracy. If there are no corrections found, the total will be reflected in the SUM, 
indicated as prepaid, and the invoice will not be included in the package. If corrections are necessary, a 
VRF will be included in the package. Since this has already been paid, please contact the vendor 
directly to request the credit. 

 You can now view invoice information by logging into your H&H account. ‘View Invoices’ can be found 
under the My Account Section. 

 




