[image: ]
Message to:  Employees within my business unit 
From:  BU CAO

On May 1st, iBuyit Payables will be activated for all organizations supported by the Houston-based Accounts Payable processing center.  The iBuyit Payables system will improve the way we code and approve invoices.
 
One of the features of iBuyit Payables allows you to electronically forward an invoice for approval.  Although this process will now be electronic, you should continue to follow the current invoice review and approval guidelines of your business unit/department.

Attached are the approval guidelines of your business unit/ department.  It is your responsibility to make sure your actions comply with these guidelines.

Please review these guidelines and contact <insert contact name> with any questions.  
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