Insert Letter Head here
**** Please note that this a guideline and cannot be used without editing for content and method of delivery (mail or electronic)
DATE:            [Insert Date Here]
TO:                 State of Georgia Vendors
FROM:           [Insert Agency Name]
RE:                 Vendor ACH Payment Conversion
In accordance with the State of Georgia, Executive Order, regarding the move to electronic funds transfer as a standard, the State of Georgia is requesting vendor payment information in order to make payments for invoices through Automated Clearing House (ACH) payment. 
What do I as a vendor do to implement ACH processing payments to a state agency?
1. In order to process electronic payments to your agency, SAO needs additional information.  All vendors will need to complete the Vendor Management Bank Account Form.  If sending by mail ( sao.georgia.gov | systems | Vendor Management |  Vendor Payment Management )
2. If you are already set up to receive payments using electronic funds transfer with other agencies at the State of Georgia, please provide us with bank account and routing information, so payments to your company can be processed by all agencies using the Automated Clearing House (ACH) payment system. 
3. Please indicate if the bank account listed can be used :

· as a primary account for all agencies to remit payments
· or if it is a specific purpose account.
4. Please complete the same form if you are currently paid by check or would like to add an additional bank account.
5. Please pay close attention to the purpose and or agencies that can use this account. 
Obtaining Payment Information
To further clarify your payments, we are sending remittance or addenda data to your bank for viewing.  If your bank doesn’t have the capability of showing the remittance data, or charges extra banking fees to view it, the State of Georgia is providing a supplier portal  (If sent by mail - saofn.state.ga.us/psp/sao/SUPPLIER/ERP/h/?tab=DEFAULT) that allows you to view your invoices with due dates, purchase orders, payments, and remittance data.  
What are the benefits of registering for the Supplier Portal?

· View Payments and receipts (3 years history) from state agencies
· View Invoices (3 years history) to state agencies

· View payment remittance on invoices and payments 

· Check outstanding balances and payment status

· View & download Purchase Orders (3 years history) from state agencies

· Self maintenance of the supplier’s firm’s Contacts, Addresses and selected NIGP Codes
Links 
If sent by email - Supplier Portal Registration Instructions PDF  
If sent by mail use the following url - http://doas.ga.gov/TGM/Docs_TGM/CreateandMaintainSupplierapproved.pdf
If sent by email - Vendor Management Bank Account Form  
If sending by mail use the following website –  sao.georgia.gov | systems | Vendor Management |  Vendor Payment Management 
Please contact XXXXXXX, Accounts Payable, if you need additional information or for questions concerning this request.  “Name” may be reached at (XXX) XXX-XXXX or name@xxx.ga.gov . 

    

















