Process Narrative: Procure to Pay
[Drafting note, delete before use: Draft for professional judgment. Tailor it to the entity, the engagement and your methodology, have legal counsel review it where needed, and check it against the current requirements that apply to you. It is not legal advice and does not by itself show compliance with any standard or rule. Replace the sample steps with the process as it actually runs. Walk through one transaction from start to the general ledger and record what you saw. Control references link to the risk and control matrix for procure to pay.]
1. Overview
	Item
	Entry

	Process
	Procure to pay

	Process owner
	[Name, Title]

	Entity and locations in scope
	[Entity Name; locations]

	Systems and spreadsheets used
	[System names, version and hosting]

	Significant accounts and assertions served
	[Accounts; assertions]

	Third-party service providers
	[Name; SOC 1 report reference]

	Date of walkthrough and by whom
	[MM/DD/YYYY; Names]



2. Roles
	Role
	Responsibility in the process
	System access

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



3. Process description
	Step
	What happens
	Who or what system
	Documents or records
	Control ref

	1
	Employee raises a requisition; budget owner approves it
	[Requester; budget owner]
	Requisition
	[P2P-ref]

	2
	Purchasing creates a purchase order from the approved requisition; the system routes it for approval by the approval matrix
	[Buyer; system]
	Purchase order
	[P2P-ref]

	3
	Goods or services are received and recorded in the system
	[Receiving staff]
	Receiving report
	[P2P-ref]

	4
	Vendor invoice is received, entered and matched to the order and the receipt; variances are resolved by a buyer
	[AP clerk; system]
	Invoice; match report
	[P2P-ref]

	5
	Approved invoices are scheduled for payment; a payment run is approved by a treasury approver
	[AP supervisor; treasurer]
	Payment proposal
	[P2P-ref]

	6
	Payment is released through the bank and posted; the sub-ledger is reconciled to the general ledger
	[Treasury; accounting]
	Bank file; reconciliation
	[P2P-ref]

	7
	At period end, receipts not yet invoiced are accrued and reviewed
	[AP; controller]
	Accrual schedule
	[P2P-ref]



Flowchart: [Attach or insert it and use the symbols in the flowchart legend template. Number the steps to match the table above.]
4. Risks of material misstatement addressed
1. Payments to fictitious vendors or to altered bank accounts.
1. Liabilities and expenses omitted or recorded in the wrong period.
1. Payment for goods or services not received, or duplicate payment.
5. Controls in the process
	Control ref
	Control
	Frequency
	Preventive or detective
	Key?
	Evidence

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	



6. Information used in controls
	Report or spreadsheet
	Source
	Used in control
	How completeness and accuracy are addressed

	
	
	
	

	
	
	
	

	
	
	
	



7. Exceptions and non-standard transactions
[Describe how exceptions, manual overrides, adjustments, returns, credits and errors are handled, who approves them and where they are recorded.]
8. Changes since the prior period
[None / Describe changes in systems, people, volume, policy or process.]
9. Review
	Role
	Name
	Signature
	Date

	Prepared by
	[Name]
	
	[MM/DD/YYYY]

	Process owner (confirms the description is accurate)
	[Name]
	
	[MM/DD/YYYY]

	Reviewed by
	[Name]
	
	[MM/DD/YYYY]



Free template from CORAA (coraa.ai/us/templates). Draft for professional judgment: adapt it to the engagement and your firm’s methodology, have legal counsel review where needed, and check it against current AICPA, FASB and other applicable requirements before use.
