
TEACH Public Schools 

SOP AP Processing (Manually) 

Purpose:​
To outline the required steps for processing bills/invoices manually and submitting them to Charter Impact for payment processing. 

Scope:​
This SOP applies to all invoices processed manually for TEACH Public Schools. 

 

Step-by-Step Bill Processing Procedure 

Step 1: Collect and Stamp Invoices 

●​ Collect all invoices received (mail and email). 
●​ Stamp each invoice. 
●​ On the stamp, clearly complete the following: 

○​ Invoice amount 
○​ Purchase Order (PO) number (if applicable) 
○​ Sign where it indicates Signer 1 (Director of Business & Administration) 
○​ Date the invoice 

 

Step 2: Review Purchase Orders 

●​ Review all invoices to confirm: 
○​ A PO number is included 
○​ All required stamp information is complete and legible 

Do not proceed if information is missing. 

 

Step 3: Email Packet for Second Review 

●​ Combine all stamped invoices into one packet (single PDF when possible). 
●​ Email the invoice packet to the CEO for review. 
●​ CC the Accounts Payable email inbox on the email. 

 

Step 4: Second Review and Signature (CEO) 

●​ Matt reviews the packet to ensure all required information is completed correctly. 
●​ The CEO will add the object code and or grant code 
●​ The CEO signs each invoice that indicates "Signer 2". 

 

Step 5: Upload to Charter Impact ShareFile 

●​ Once the CEO returns the fully signed packet, log in to the Charter Impact ShareFile portal. 
●​ Navigate to the following folder path: 

1.​ TEACH Public Schools 



TEACH Public Schools 

SOP AP Processing (Manually) 
2.​ Accounts Payable 
3.​ TEACH PS 
4.​ Client File Drop 
5.​ Weekly Batch Drop 

●​ Upload the fully signed invoice packet to the Weekly Batch Drop folder. 

 

Payment Processing 

●​ Charter Impact will pull the uploaded invoices the following week to begin payment processing. 

 

Control Note:​
Invoices must include both Signer 1 and Signer 2 signatures before upload. 

Last Updated: 2/6/25 

 


	Step-by-Step Bill Processing Procedure 
	Step 1: Collect and Stamp Invoices 
	Step 2: Review Purchase Orders 
	Step 3: Email Packet for Second Review 
	Step 4: Second Review and Signature (CEO) 
	Step 5: Upload to Charter Impact ShareFile 

	Payment Processing 

