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INTRODUCTION 
 
ACH has been available to vendors doing recurring business with the State of Arizona since February, 2001.
 
ACH is an alternative to issuing warrants to vendors. The Arizona Clearing House Association (ACHA) serves as the clearing house and processes electronic payments to the vendors' bank accounts. 
 
The ACHA authorizes only certain financial institutions to originate electronic payments through their systems. Therefore, the GAO uses an authorized originator, the State servicing bank, to process these payments through the ACH system. 
 
This electronic payment method enhances our payment program and improves our overall payment service.
 
Most banks will make the electronic (ACH) payments available to vendors one business day after the date the ACH payment information is transmitted to the State servicing bank.  
 
EXAMPLE  
 
DAY 1 (Friday): Agency processes ACH claim. 
DAY 2 (Monday): The GAO will transmit ACH payment file to State Servicing Bank. 
DAY 3 (Tuesday): Monies will be available to vendors in their bank accounts. 
 
When agencies pay vendors that conduct business with the State of Arizona, the GAO functions as the central payment distributor and is responsible for the ACH program. 
 
After completing a simple set-up procedure, qualifying vendors will receive ACH payments with detailed supporting addendum records that will assist them in identifying the payments. Not all ACH payment formats provided by the State provide detailed payment information.  Refer to the vendor information packet for more details.  Detailed payment information can also be viewed online at http://www.venpay.gao.azdoa.gov . 
 
Vendors should contact their financial institutions to ensure that the addendum records will be available to them. The GAO uses the CTX, CCD or CCD+ formats to provide the State servicing bank with the addendum records when transmitting the payment records. 
 
PROCEDURES 
 
Vendors who desire to receive ACH payments must complete and return one ACH Vendor Authorization form (GAO-618) to the GAO to receive payments from one or from multiple State agencies. 
 
All concerned parties must carefully read and understand the content of the ACH Vendor Authorization form (GAO-618). For specific questions regarding this form, please contact the GAO Vendor Section at vendors@azdoa.gov.
 
THE STEPS OF THE ACH PAYMENT CYCLE ARE: 
 
Step 1: A State agency will provide the ACH Vendor Authorization form (GAO-618) to a vendor along with a vendor setup package. Or the vendor can print the information from the GAO Website. 
 
Step 2: The vendor will fill out the form and forward it to its financial institution for completion. The vendor shall then submit the original copy of the form to the GAO Vendor Section. 
 
Step 3: The GAO will be responsible for verifying and confirming data and will process the request by updating the State Vendor File. 
 
Step 4: After a successful update, the GAO will transmit a prenote record to the State servicing bank. The State servicing bank will process the prenote record for verification of the account. 
 
Step 5: The GAO will allow 15 days for the prenote to be verified. After this time, the vendor will be approved for ACH payment processing provided no negative notification is received from the State servicing bank. 
 
Step 6: State agencies submit their vendor claims for ACH payment issuance, through AFIS (Arizona Financial Information System), using the ACH approved vendor mail code on the claim. 
 
Step 7: The GAO transmits a daily file with detailed ACH payment data to the State servicing bank. The State servicing bank transmits the information to ACHA. 
 
Step 8: On the settlement date of the electronic payment, the vendor's financial institution credits the vendor's individual account. 
 
Step 9: Following the first ACH payment, an ACH confirmation letter is sent directly to the vendor to verify the payment was successfully transmitted to its account. This confirmation must be returned before any further ACH payments will be made.
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HOW ACH PAYMENTS WILL AFFECT AND BENEFIT 
VENDORS, FINANCIAL INSTITUTIONS and STATE AGENCIES 
 
Vendors 
Vendors that regularly conduct business with State agencies can receive their money more quickly by using the ACH process. To do this, they must supply the financial institution information required to direct funds into a single checking or savings account. Following the first ACH payment, an ACH confirmation letter will be sent to the Vendor to verify accuracy of the electronic payment. Additional ACH payments will NOT be remitted until this confirmation has been returned to the GAO and processed. 
 
Vendors must work with their financial institutions to determine: 
 
       How and when they will receive the remittance information
 
The benefits of receiving vendor payments electronically include: 
 
       Eliminating the possibility of mail and deposit delays 
 
       Allowing the immediate availability of funds 
 
       Producing payments that are fully traceable
 
       Eliminating the possibility of lost, stolen, or misplaced checks 
 
       Reducing the possibility of fraud
 
       Vendors will only have to complete one authorization form to receive payments from more than one State Agency          
 
 
Financial Institutions 
The National Automatic Clearing House Association (NACHA) is a non-profit association that oversees the ACH network.  Per NACHA ruling, financial institutions must make payment-related information available, upon request, to their customers who receive payments through certain ACH formats. Detailed payment information can also be viewed online at http://www.venpay.gao.azdoa.gov . 
 
Financial institutions should determine: 
 
       What information will be provided 
 
       How and when the information will be passed to their customer 
 
The benefits of receiving these payments electronically include: 
 
       Reducing manual operations associated with check processing 
 
       Meeting your customers' needs 
 
       Reducing the possibility of fraud 
 
 
State Agencies 
As a State agency, you should convert payments of vendors that are frequently paid from warrants to ACH payments by following the prescribed ADOA-GAO process. 
 
The benefits of making your payments electronically include: 
 
       Reducing operating costs by reducing manual payment processing
 
       Streamlining financial operations
 
       Eliminating postage fees for mailing warrants
 
       Reducing the possibility of fraud
         
 
The Arizona Department of Administration complies with and supports the Americans with Disabilities Act and Arizona Executive Order 75-5 which mandates equal opportunities for all persons, regardless of race, color, religion, sex, age, national origin or political affiliation. 
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