University of Michigan – Flint
Memo to:
Vice Chancellors, Deans, Department Heads and Directors

From:

Juan E. Mestas, Chancellor
Date:

January 15, 2004

RE:

Travel / Hosting Pre-Authorization

Current budget constraints require us to exercise fiscal restraint on spending for travel and hosting.  While we have made significant progress in reducing these expenditures, further action is needed. Effective today, pre-approval of all travel and hosting expenditures, excluding mileage reimbursement, is required for reimbursement. Pre-approval for hosting expenditures has always been required per Standard Practice Guide Section 501.04-1.  However, there has not been a standard form used for this purpose.
The authorization must come from the appropriate executive officer or their delegate.  Executive Officers may delegate their signature authority down one level only.  Executive Officers will provide the Accounting Office a list of individuals they will be delegating authority to for this purpose. 
Pre-authorization will be granted by filling out the attached Travel/Hosting Pre-authorization Form.  This form will be posted on the Purchasing Department website and must be submitted to the Accounting Office with the expenditure documentation regardless of the expenditure form used (PCard Reconciliation, Purchase Order or Travel & Hosting Expense Form i.e., Non PO).  Failure to provide the required pre-authorization documentation could result in the expenditure not being approved and the employee either not being reimbursed or being recharged for the expenditure.

University of Michigan – Flint
Travel / Hosting Pre-authorization Form

Department Name________________________________________________________
Business Purpose of Trip or Event____________________________________________

Estimated Cost of the Trip or Event (1)________________________________________

Date of Trip or Event______________________________________________________
Traveler / Host’s Name_____________________________________________________
Traveler / Host’s Title______________________________________________________
Executive Officer (or Delegate’s) Name_______________________________________

EO (or Delegate’s) Signature & Date__________________________________________

(1) – The Accounting Office will call the Executive Officer or Delegate any time the actual expenditures are 10% or more than the estimated cost of the trip or event to get verbal confirmation that the EO or Delegate approves this increase in the amount spent on the trip or event. 

