Out-of-Tolerance Guidelines
This document relates to mis-matched dollar amounts between an invoice from the vendor and the amount on the order; and mis-matched quantities between an invoice from the vendor and the quantity on the order.  The tolerance levels are applied on a line by line basis, not on an invoice total basis.  An out of tolerance situation on a single line of an invoice causes the entire invoice to be blocked from payment in the SAP system.
The SAP Accounts Payable system will automatically release an invoice if the difference between the invoice amount and the order amount is < 15% up to an invoice overage of $100.

If an item is out-of-tolerance > 15% but < $25, the item will be manually unblocked by Accounts Payable and paid with no action required by department.

If an item is out-of-tolerance > 15% and the amount is > $25, but < $100, negative approval guidelines will be applied as follows:
The item will be put on the Out-of-Tolerance spreadsheet on Friday of each week.
Business Offices will have 5 business days to respond to ap@purdue.edu 
If there is no action by the department the payment will be released in 5 business days.
If not okay to pay, notification required.
If an item is out-of-tolerance > $100, positive approval is required by the department.
The item will remain on list until action is taken by the Business Office.
The vendor will remain unpaid until action is taken by Business Office.
Items on the list longer than 10 days will be reported to the Comptroller.

If an item is out-of-tolerance due to quantity, positive approval is required by the department.
The item will remain on list until action is taken by the Business Office.

The vendor will remain unpaid until action is taken by Business Office.

Items on the list longer than 10 days will be reported to the Comptroller.

NOTE:  Shipping charges are not included when calculating out-of-tolerance, unless the shipping is a line item on the Purchase Order.

