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GAIL AAS/SFB VOUCHER TRANSFERS


PROCESS DOCUMENTATION
as of October 25, Year
Approved By: (Manager)

Organization: Shared Services Controllership
Department: FIN Operational Accounting & Cost Containment (OACC)


Contents:
	Go to
	Process Owner and Backup

	Go to
	High Level Overview

	Go to
	Frequency & Time

	Go to
	Process Flow Chart

	Go to
	Systems and Access Needs

	Go to
	Source Data

	Go to
	Step by Step Procedures

	Go to
	Escalation Procedures

	Go to
	Downstream Impacts




Location of document:
Discuss Shared Drive location with your manager to save documentation
\\winp-sfs-112\blbacctrcv\CAR Team\Process Documentation\Updated Format 2016
Tips for consistency:
If using acronyms, ensure you write them out
Use a consistent font and size, preference is Calibri 12pt

Modifying/Updating Procedures (Endnotes)[endnoteRef:1] [1: ] 

When modifying or updating your procedures, please add endnotes to that section indicating when the update was done and a summary of what was modified.  Contact Manager for approval of change. Manager will note the date they approved the update in the Endnote.  Ex. Updated: 10/13/16. Changed Backup Name. Approved by: Manager 10/13/16.
Endnotes are to be reviewed on a yearly basis and subsequently deleted after updates are common practice.
Endnote: To add an endnote, place your cursor on the area where the change was made, then select the references menu and select insert Endnote.  This will take you to the end of the document where you can add your summary of the changes. 

1) [bookmark: ProcessOwner][bookmark: _Ref462648329]Process Owner:  
List the name of the person who currently owns the process and list associated people who are designated and trained as backups to the process.
	Primary
	Backup(s)

	Pat Berry

	Nellie Discenza

	
	

	
	




2) [bookmark: Overview]High level overview of this function: 
This is the function ‘at a glance’. The overview should include what the function is and why it is done. 
	End of each month get 2 emails from Gail Dauphin for AAS and SFB for ALIC.  Check her worksheets to the voucher to make sure that they agree.
All you have to do for this special request is upload the 2 batches for voucher transfers.  Put the batch on the Batch control sheet (BCS).  Send an email back to Luci Kerr and Laura Mello.  This way they know that they were done.





3) [bookmark: Time]Frequency & Time:

	Frequency
How often is the process performed?
	Once a month

	Time to Complete
How long does it take to complete each time?
	10 minutes






4) [bookmark: FlowChart]Process Flow Chart:  
Draw a visual flow chart for the function. The diagram should include function inputs, processes and outputs. Hint: draw on paper before attempting to create a flow chart in Word.





5) [bookmark: Systems]Systems Used & Access Needs:
List the systems, share drives, shared email boxes, databases, etc. that are required to perform this function. Also identify special access needs associated with performing the function.
	No system or share drives for this function.




6) [bookmark: SourceData]Source Data:
Explain what information is needed before the first step in this function can begin. Explain where the information comes from and how you obtain it.
	I need 2 emails from Gail Dauphin for AAS to SFB.





7) [bookmark: Procedures]Step by Step Procedures:
Include detailed procedures on how to complete this function. Include screenshots and links to websites, other documents and share drives where appropriate.  Document any exception processes either within this section or add an appendix.






Check Gail’s AAS and SFB worksheet for voucher transfer against her voucher to make sure that they agree.

Once you upload the batch with current date you put on the Batch Control sheet.  Send an email to Luci Kerr and Laura Mello so they know that these are done.


8) [bookmark: Escalation]Escalation Process (if applicable):
Describe the process for escalating any issues that might arise while performing this function.
Examples: Does a variance need to be escalated, and to whom? Is source data missing or unavailable?
	Gail Dauphin




9) [bookmark: Downstream]Downstream Impacts:  
Explain what happens after you complete the function. Describe other processes or areas that are impacted by the completion of this function.
	Once I have uploaded the batches that will clear that amount on the books so it will not be outstanding.
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