
 

 

2000 
RESPONSIBILITY AND ACCOUNTABILITY FOR COLLEGE INFORMATION AND 

TRANSACTIONS 

1. General 
College administrative processes, systems, and forms provide electronic and manual mechanisms 
for business and administrative functions such as finance, student, student financial aid, and 
human resources. Use of College information and systems is restricted to authorized College 
business and administrative users. This policy defines the specific responsibilities of individuals 
who request, initiate, approve, and/or review business and administrative transactions and 
reports. These individuals are accountable for fulfilling the responsibilities defined in this 
policy. 

 
2. Deans, Directors, and Department Heads 
Deans, directors, and department heads define designated individuals in their organizations who 
are authorized to process business and administrative transactions. Deans, directors, and 
department heads are responsible for exercising good judgment, upholding ethical standards, and 
should have internal procedures in place to ensure periodic review of designations and related 
training. 

 
2.1. Authorizing and Processing Transactions 
Each of these two functions, authorizing transactions and processing transactions, carry 
distinct responsibilities listed below. If the functions are performed by the same person, 
that individual is accountable for both sets of responsibilities. 

2.1.1. Requesters 
The requester is the individual who identifies the need for the transaction and 
authorizes the request to be processed. The requester is responsible for: 

• determining the validity and appropriateness of the transaction; and 
• evaluating the transaction for compliance with contractual requirements. 

This individual will be accountable for fulfilling the above responsibilities, 
exercising good judgment, and upholding ethical standards. 

2.1.2. Initiators and Originators 
Initiators/Originators are individuals who have been authorized by a dean, 
director, or department head to enter transactions into electronic business or 
administrative systems and/or prepare paper forms. If the Initiator/Originator is 
not the requester of the transaction, the Initiator/Originator should make sure he 
or she has designated authority to initiate a transaction. Departments should 
develop procedures for documenting requests. Initiators/Originators are also 
responsible for: 

• ensuring the electronic transaction and/or form is complete and accurate; 
• verifying all backup documentation; 
• notifying approvers and requester if a transaction will cause an account to 

go over budget; 
• ensuring compliance with administrative processes; and 



 

 

• ensuring deadlines are adhered to in submission of the transactions. 
 

Initiators/Originators are accountable for fulfilling the above responsibilities, 
exercising good judgment, and upholding ethical standards. 

2.2. Departmental Approvers 
Approvers are individuals designated by deans, directors, or department heads to 
review and approve electronic transactions and/or forms before they are released for 
processing. Depending on the type of transaction and the level of risk, there may be 
more than one individual required to approve a transaction. However, the first-level 
approver is responsible for: 

• conformity with budget. 
• verifying the appropriateness of the transaction; and 
• ensuring compliance with College policies and procedures. 

Subsequent approvers are primarily responsible for acceptance of the added risk 
associated with high dollar and/or risk transactions. Approvers will be accountable 
for fulfilling the above responsibilities, exercising good judgment, and upholding 
ethical standards. 

 
3. College Information 
All individuals authorized to process, approve, and/or review transactions and reports are 
responsible for the proper use of any information they view. Department heads or designees 
are responsible for a monthly review of transactions affecting their business and 
administrative processes to ensure appropriateness of transactions and conformity with 
approved processes including budget. 

 
4. Sanctions 
Individuals who do not demonstrate due care and good judgment in the administration of 
their duties may be subject to disciplinary action, up to and including, discharge. 

 


