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[bookmark: _Hlk3453812][bookmark: _GoBack] Please note, the process of reviewing and authorizing a transaction / payment, should be memorialized (e.g., stamp, signature, date, electronically within reporting system, etc.).
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Accounts Payable / Payment Approval ProcessAccounts PayableEmployeeApproverRequestDisbursementApprovalStartEnter invoice details and supporting documentation into records systemEndReview invoices, supporting documentation and ensure terms aligned with associated agreement(s)Was the required documentation provided with the invoice?YesNoProcess invoice for disbursement to third-party intermediary*Please ensure your Delegation of Authority and invoice approval levels align with your internal structure.Submit invoice for approval to the applicable level*
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