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Procurement Process – Minimum Separation of Duties

Supplies should be 

ordered by vendors 

entered into the 

vendor file

Approval of 

purchase to 

ensure purchase 

is reasonable and 

necessary Employee other 

than the employee 

who ordered 

should receive and 

review order

Employee other 

than the 

employee who 

ordered should 

enter payment 

data into PAS

Reconciler should 

check that supplies 

were actually 

approved, received 

and that payment was 

processed
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Purchase may 
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For G&Cs, only 

individuals with first 

hand knowledge of how 

purchase benefits 

research project may 

request purchase

Documentation of 

business purpose 
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regardless of 

purchase method

As appropriate 

(e.g., procard), only 

employees with 

approved access 

may use certain 
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Periodic Review of Financial Activity AND Monitoring of Control Environment

Potential tasks for a 

shared service unit
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