
  Process #:  SSUAPY00003 
        
                   BUSINESS PROCESS (SAS 112 Compliance) 
 
 

DECISION TREE:  INVOICE RELATED TO PURCHASE ORDER 

 
 
***Please note that this is a violation of State of Georgia and University Policies & 
Procedures – See GA Procurement Manual for more information 

Open Business 
& Financial 
Affairs Mail  

 Date 
Stamped 
& Sorted

Invoices are forwarded 
to Accounts Payable 

PO Copy pulled 
from file; PO 
Voucher entered 
in System using 
PO 

Input Data 

Stamp Invoice with AP 
entry stamp, affix voucher 
ID, and name of clerk 
entering the invoice into 
the voucher panel. 

(Research) 
Is Invoice 
PO Related? 

Send Invoice to 
dept for 
resolution/ 
Note deviation 
from procedure 
*** 

Process Checks Prepare Voucher Package 

Audit by the Voucher 
Auditor to ensures 
check complies with 
supporting 
documentation 

Frontdesk places 
completed 
voucher packs in 
inbox for AP 
Assistant  

Attach a copy of the 
PO to the invoice 

Yes No 

Checks & Voucher 
Packs forwarded 
to Frontdesk for 
recording/disburse
ment 

File voucher 
packs by AP 


