RIAS PROCURE-TO-PAY 

PREPARER/APPROVER EXPECTATIONS & DUE DILIGENCE


BASIC EXPECTATIONS FOR PREPARERS

The authority to prepare requisitions should be assigned to regularly appointed employees (Type 1 and 6) employees who are capable of performing at a level that will meet the following basic expectations: 

· Willingness and ability to learn and use desktop computing tools including web browsers, email, and word processing applications as well as maintain respect for system security measures and the confidentiality of certain types of information;

· Willingness to attend training programs designed for the use of the RIAS applications and other professional development activities sponsored by the University;

· Willingness and ability to complete basic Oracle navigation and I-Procurement training;

· Working knowledge of Purchasing policies and procedures;

· Willingness and ability to prepare requisitions in an accurate and complete manner.  Preparers will be required to enter account numbers and organization identification numbers on requisitions before they can be submitted for approval.  Preparers are also expected to document the reason for the request in the Notes to Approver section of the requisition as well as the name of the requestor, if not entered directly into the Requestor field.

· Willingness and ability to acknowledge the receipt of goods and services when assigned the default Requestor/Receiver role, and to initiate the return of goods or services if defective. 

Student employees (Type 5) will not be granted authority to prepare requisitions or given access to the RIAS I-Procurement application.  Also, casual employees (Type 4, 7 and 8) will not be granted authority to prepare requisitions unless the unit can document a compelling need that would justify the special set up and maintenance activities associated with the assignment. 

BASIC EXPECTATIONS FOR APPROVERS

Approval authority for requisitions should reside with regularly appointed employees (Type 1) whose job descriptions are formally designated as a business manager, accountant, an equivalent title or who have supervisory authority.  These individuals typically have independent fiscal authority and are charged with administrative and financial functions that include budget approval and in many cases budget development.  They are accountable for determining the appropriateness of expenditures, for monitoring and reporting of funds availability, and other related duties consistent with the following basic expectations that describe the role of Approvers:
· Appreciation and acceptance of the responsibility and accountability implicit in an Approver role;

· Working knowledge of basic accounting  and budgeting concepts as well as familiarity with the University’s accounting and budgeting systems and structures;

· Working knowledge of the purchasing guidelines issued by Purchasing as well as familiarity with basic business concepts such as those defined in the Standards for University Operations Handbook; 

· Willingness and ability to access, interpret and apply the policies and procedures contained in University Regulations and Procedures Manual; 

· Willingness and ability to access, interpret and apply the regulations and procedures of externally sponsored programs; 

· Willingness and ability to access and interpret budget, expenditure and commitment information through reports or online applications;

· Willingness and ability to exercise professional judgment and due diligence when determining if an expenditure is reasonable, appropriate and necessary (refer to separate statement on professional judgment and due diligence); 

· Willingness and ability to assert the proper application of the University’s policies and procedures;

· Willingness and ability to ensure expenditures remain within program or project budgets; 

· Willingness to attend training programs designed for the use of the RIAS applications and other professional development activities sponsored by the University;

· Willingness and ability to learn and use desktop computing tools including web browsers, email, I-Procurement and word processing applications as well as maintain respect for system security measures and the confidentiality of certain types of information.

Units or departments, which do not have a position meeting these requirements, will establish a requisition hierarchy that routes purchase requisitions to the appropriate position with approval authority in their organization. 

PROFESSIONAL JUDGMENT AND DUE DILIGENCE - APPROVER ROLE

The Approver is expected to exercise professional judgment and due diligence when determining if an expenditure is reasonable, appropriate and necessary.

Professional judgment means that the individual will make a determination based on the application of knowledge and understanding of facts and circumstances. 

Due Diligence means that the individual has the authority and responsibility to pursue knowledge, facts or both in order to make an informed decision.  Due diligence may require consultation with superiors or other informed parties such as a principal investigator, the Office of Research and Sponsored Programs, the Division of Grant and Contract Accounting, Purchasing, the Office of the University Controller and the Office of the University Counsel.  

Reasonable means that cost of the goods or services is not excessive.

Appropriate means that the expenditure is consistent with objectives of the program, project or task.  Appropriate also means that the expenditure is allowable under the terms and conditions of the underlying funding source and/or policies established by the University.

Necessary means that the expenditure is required to achieve the expected goals or outcomes of the program, project or task. 

For example, it may be appropriate and necessary for an academic department to conduct a luncheon meeting to interview prospective faculty candidates because that is the only time during the day that all members of the search committee could be scheduled to attend.  The cost of the luncheon, however, might be considered unreasonable if the cost were to exceed more than $25 per person.
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