Approval ResponsibiliBes in eVA

Applies to Purchase Requisi©ons and Change Orders *Note: There will be mulGple approvers on each requision

Procurement Required REQ

Approval DescrinBon Accountability Dollar Approval Compliance
Role P (By approving, you confirm the following) Threshold  Driver ReF\)/iew AZachments
Budget availability, Correct FOAP, expenditure is necessary Contracts,
and in accordance with spend guidelines, correct delivery agreements, quotes,
address, correct FY, correct a~achments, correct vendor approvals,
Requestor eVA user draOing and informadon, correct data entered on REQ, idenefy P-Card, PO Dollar N/A Yes jusBficaBons, if new
d subming requisidon Category, No PIl, azachments are signed by vendor and do not  One vendor,W9 has
have PIl. Expenditure is within Procurement manual been submized
guidelines. Independent Contractor Forms and all vendors directly to
must be approved prior to entering requision. Accoun®ng Services
Verifies requisi®ons align with established data standards as Contracts,
Procurement admin well as iden©fying data entry errors. Reviews a>ached agreements, quotes,
Buyer role to preview all agreements for accurate signatures and iniBates buyer Dollar approvals,
. . . N/A No . .
Inbox requisi®ons for data preview when necessary. This role does not encompass One jus6ficabons,
entry procurement funcons or require budget/FOAP approvals. delivery informa®on,
Checks user matches OrganizaBon. P-Card iden6ficaBon
_ Resides in Budget and RequisiBons are dlr_ected here if pertaln_lng to expendltu_res
Fiscal Year . . . beyond the current fiscal year. Approval is granted exclusively
Financial Planning . L .
for advancing encumbrances within the current Equipment Trust
Fund (ETF) list and the correct FOAP is uBlize~ Tnat=nn ——
expenditures adhere to ETF spending guideline
compliance with ETF advance approval for ~ Dollar Budgeto ce
iden6fies No N/A
One .
unique ORG
annually

Verifies expenses align with grant specificaBons and spending
— policies, ensuring adherence to University Guidelines. Upholds
Residesin O ce of S . . .
Grants all University standards, including return of tagged equipment.
Sponsored Programs . . )
Communicates to end users that all procured items remain
University property, irrespec6ve of funding sources or awards.
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Approval ResponsibiliBes in eVA

Applies to Purchase Requisi®ons and Change Orders *Note: There will be mulBple approvers on each requisigon

Procurement
Compliance
Review

Approval
Role

Accountability Dollar Approval
(By approving, you confirm the following) Threshold  Driver

Required REQ

Descripon A>achments

Ensures budget availability and accurate uBliza®on of the FOAP.
Validates the necessity of expenditure, aligned with Construc6on and
Professional Services

Resides in Facilibes

((Z)ap;:tal Planning and
ut ay Construceon/FaciliOes
RequisiBoner

Management
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Approval ResponsibiliBes in eVA

Applies to Purchase Requisi©ons and Change Orders *Note: There will be mulGple approvers on each requision

Procurement
Compliance
Review

Approval
Role

Accountability
(By approving, you confirm the following)

Dollar
Threshold

Approval
Driver

Required REQ

Descripon A>achments

Verifies the use of accurate commodity/account codes, vendor
informaBon and contract alignment. Ensures a>ached quotes

InformaBon comply with IT expenditure reguladons. Validates the Dollar  Commodity Yes, from an
I.T. . . . I.T. N/A
Technology correctness of ordered items in accordance with IT One Code erspecove
Memorandum of Understanding (MOU) procurement Persp
delegadon.
Approves items within budget limits and verifies necessity Based on
Org Departmental while adhering to university spending guidelines. Ensures Dollar  FUND or ORG No N/A
Approval Approval Level expenditure aligns with Procurement Manual Guidelines. All One  codeoneach
documents are a>ached and correct line item
. . Vendor quote,
— Confirms necessary documentadon is a>ached and . . .
Apparel Resides in expenditure falls within apparel and policy guidelines. Uses Dollar Account No jusBficadon, and list
Controller'sO ce . ’ One Code of names of
appropriate account code. -
recipients
. Resides in Con_flrms necessary SO0 15 aZa_che_d e Dollar Account Vendor quote &
Branding L expenditure falls within apparel and policy guidelines. Uses No e
University RelaBons . One Code juseficabon
appropriate account code.
, Resides in Financial
Fixed
Reporong/General
Assets
Accoun®
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Approval ResponsibiliBes in eVA

Applies to Purchase Requisi©ons and Change Orders *Note: There will be mulGple approvers on each requision

Approval . Accountability Dollar Approval Procurgment Required REQ
Descripon : . . . Compliance
Role (By approving, you confirm the following) Threshold  Driver Review AZachments
Risk Resides in Examines expenditures to ensure the necessity of purchasing  Dollar Account
Manage- ) . L . . L . No N/A
ment Controller'sO ce insurance policies aligns with University and State guidelines. One Code
Independent
Resides in Financial Confirms the Independent Contractor Form has been CEMGEELED ol 5 (ot
Tax . o , Dollar Account aXached to req but
. Reporong/General  submiXed and approved, verifying the contractor’s status as No :
Compliance A 5 ind dent contract ther th Uni it | One Code sent to tax compliance
ccounéng an independent contractor rather than a University employee. via separate, secure
process
el Resides in Confirms all required documenta©on and preapprovals for

Accouneng Services
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