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Purpose
The purpose of the Energy and Water Invoices policy is to support DENR’s Strategic Energy Plan and comply with General Statute 143-64.10–12 ‘Energy Conservation in Public Facilities’ which mandates a comprehensive energy management program for State Government, including the State Utilities Savings Initiative established by the Governor’s Efficiency Commission. 

Policy
In an effort to provide continuity and promote cash management initiatives, all energy invoices for the Department will be submitted to the Office of the Controller’s Accounts Payable staff to be entered for payment.  Due to this centralization of payment, Divisions will be charged with reviewing the data entered to check for billing errors and to insure that payments and energy statistics are entered accurately by using the following Operating Procedures. 

Procedures
The Office of the Controller has established procedures for collecting energy information through the North Carolina Accounting System (NCAS) Accounts Payable module.  In accordance with DENR’s Strategic Energy Plan, the Secretary of the Department is initiating the following Operating Procedures for the department. 

Operating Procedures
Energy invoices include any invoice coded to the following series of energy service account numbers:
532210 – Electrical Service
        532242 – Coal Fuel

      533310 – Gasoline
532220 – Natural Gas/Propane
        532243 – Wood Fuel

      533320 – Diesel

532230 – Water & Sewer
        532244 – Chemicals/Additives
      533360 – Other Fuels
532241 – Fuel Oil

        532245 – Steam

Upon receiving an energy invoice, Division staff will prepare a yellow cash disbursements code sheet (CDCS) for processing.  All energy information to be entered into NCAS will be listed on the CDCS.
The Division Budget Office shall then approve the CDCS and forward to the Controller’s Office for payment.

The Division Budget Office will follow the procedures listed to record invoices on the Utility Payment Tracking Spreadsheets document to confirm energy invoice payment amounts as well as to establish and review monthly usage patterns.  Any major invoice total fluctuations should be noted on the division’s spreadsheet.  
The Division Budget Office will email completed spreadsheets to the appropriate contact listed by January 15 and July 15 each year.  
DENR’s Internal Auditing staff will perform random, periodic audits throughout the agency to ensure compliance with the Energy Invoices policy.
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