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Advance Check Requests Work Flow
An accountable process for approving checks issued in advance and receipts or paid invoices are returned after the purchase

Check

Check Stub #1

Check Stub #2

Receipts & stub #1
 returned to
drop Box

Signed request &
stub #2 go into
pending file to

wait for receipts

Goal: Create checks and 
balances by segregating 
duties

Good internal controls involve 
segregation of 3 functions:
#1 – Approval
#2 – Disbursement
#3 – Reconciliation / Review


