
 

As one of the critical corporate 
controls for a company, the 
Delegation of Authority (DoA) 
policy focuses on the establishment 
of approval levels for fixed business 
transactions to specific individuals 
within the company.

How to automate your 
Delegation of Authority 
(DoA) process

Many companies utilize a manual DoA 
process. Written in collaboration with 
Chris Doxey, CAPP, CCSA, CICA, CPC, 
here’s a comparison of how the steps in 
a manual process can be automated.  

Imagine how a manual DoA process can 
impact cycle times in the “new normal.”

Approval limits are assigned to an 
employee’s job level by expenditure type. 
Approval limits are tied to the employee 
master file and linked to the company’s 
DoA policy and signature tables. If an 
employee’s job level changes, their level 
of authority is automatically updated.

A manual process requires an 
approver to provide a signature for 
verification. Signatures are then 
verified with documents to make sure 
that there is a match.

Approvals can be made within an 
ERP system for all expenditure types. 
Email routing is a great feature of a  
workflow approval process since it 
provides an audit trail.

Approval levels are manually verified 
with the company’s DoA policy and 
applicable signature tables.

Electronic invoices, purchase orders and 
requisitions are automatically routed to 
the designated approver and are then 
routed to the next level if needed.

Documents are manually routed to the 
next level of approval if additional 
signatures are needed, based on 
approval limits and expenditure types.

Pending approvals are queued in the 
applicable P2P sub-process for 
processing.

Documents are manually sent to the 
appropriate P2P department for 
processing after all the appropriate 
approvals are obtained and verified.

The supplier can be automatically 
notified within an automated P2P 
environment.

PO and requisition documents are 
approved or an invoice is paid.

For more information about how 
Proactis can help, contact us today: 

Manual DoA process steps Automating the DoA process

 

Visit proactis.com/us
Call (757) 283-9797

 

Email info-na@proactis.com

www.proactis.com/us
mailto:info-na@proactis.com

