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A. PURCHASE AND PAYMENT OF ASSETS PROCESS FLOW

REQUESTING UNIT ACCOUNTING PURCHASER
{
START * ;
Accounts Payable Purchaser
{AP) checks processes the
completeness of the purchase of
PRF documents good/s

Regquesting Employee

(Requestar) discusses 1Requeslcr requ?sts

the needed purchase - or 3 quotations from v

with Manager the Purchaser
o AP confirms the
payment detalls with
3 the Purchaser

Requestor fills out the
Payment Request -t
Form (PRF) \/

AP processes the
payment: Check,

\ | Wire Transfer,
Credit Card, or
PayPal
Manager approves the L

Does

| N the Vendor
— require advance
payment?
Requestor secures Requestor submits the
approval from next [ PRF to Accounting I
higher head and Purchaser Yes L 4
AP issues advance Purchaser receives
payment to Vendar the asset’s from
based on needed date Vendor
AP releases the full Purchaser checks and
‘—p=| payment to the Vendor validates the assel/s
based on payment date received

v v

AP checks the

Purchaser submits the
completeness of the | h
Purchase Receipt l receipt of asset/s
documenits to the AP
documents

! Y

Purchaser tumaovers
the assels to the

AP updates the
Expense Tracker

Requestor
Y
AP keeps the 4
hardcapies and files /_
the softcopies of -
documents on the L END

Accounting's online
repasitory
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B. PURCHASE AND PAYMENT OF SUBSCRIPTIONS PROCESS FLOW

REQUESTING UNIT

ACCOUNTING

START

Requesting Employee

(Requestor) discusses

the needed purchase
with Manager

Requestor requests
for 3 quotations from
the Purchaser

v

Requestor fills out the
Payment Request
Farm (PRF)

Manager signs the
PRI

Requestor secures
approval from next
higher head

Requestor submits the
PRF to Accounting
and Purchaser

AP processes the
Credit Card
payment

Y

Credit
Card details
needed to setup the
account?

No

L

A

Accounts Payable
(AP) checks
completeness of the
PRF documents

AP informs Requestor
of the
subscribed/enrolled
account

Y

Requestar creates the
account to be used for
subscription

v

Requestor submits the
account credentials to
Accounting

Y

AP creates the
account far
subscription

AP informs IT of the
details of the paid
subscription

AP validates the
payment fram the
Credit Card Statement
of Account

AP updates the
Expense Tracker

\4

AP keeps the
hardcapies and files
the softcopies of
documents on the
Accounting's online
repository

\

IT logs and keeps a
reference of the
subscription

IT monitors the
subscriptions through
Password State
system
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C. PAYMENT REIMBURSEMENT AND ADVANCE PAYMENT PROCESS FLOW

REQUESTING UNIT

ACCOUNTING

PURCHASER

START

Requesting Employee
(Requestor) discusses

the needed purchase
with Manager

v

Reguestor fills out the
Payment Request
Form (PRF)

!

Manager approves the

'

Requestor requests
for 3 quotations from
the Purchaser

Requestor secures

approval from next
higher head

Requestor submits the

PRF to Accounting —

and Purchaser

A

Accounts Payable
(AP) checks
completeness of the
PRF and payment
documents

L

Is advance Purchaser
o rocesses and
payment needed for NO—-| Ppays P
7
the purchase? e

!

¥

Purchaser receives
Purchaser requests and validates the
AP processes . advance cash goods
advance payment - payment fram
Accounting *
\ v
Purchaser submits the
AP checks the Purchaser payment and
completeness of the AP issues advance - processes and purchase receipt
Purchase Receipt payment to Purchaser pays for the documents to
documents purchase accounting
AP processes the Purchaser receives
and validates the
payment
goods
AP checks the Purchaser subml‘;s the
AP releases the check of the ﬂaz"‘em an
1o the Purchaser : - purchase receipt
Pur‘::;s‘t:n:;cse\pt documents o
accounting

,

AP updates the
Expense Tracker

!

AP keeps the
hardcopies and files
the softcopies of

documents on the
Accounting's online
repository




