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Instructions to complete section of Authorized Signature Form 

Existing processes plus FY17 E-Travel 
Send form to Accounts Payable, 3rd Floor Admin. Bld, 1000 Hilltop Cir, Baltimore, MD 21250 Attn:Peggy Ingle


“Department Name”     - please type the department name.

“Effective Date”  
 - 7/1/2016 for this initial FY2017 submission of the form. Future modifications             may reflect a different date.

“Contact Name & Phone Number” - Who should AP contact if there are questions about this request?

“Department Number(s)” – please include the department numbers related to this request. Department Numbers ONLY.
“PERSONS AUTHORIZED TO CERTIFY RECEIPT OF GOODS AND SERVICES” and “PERSONS AUTHORIZED TO ISSUE DEPARTMENT APPROVAL” sections will use the paper approval as in previous years.   
 ***NEW FY 17*** PERSONS AUTHORIZED TO APPROVE E-TRAVEL ONLINE” will utilize new functionality for E-Travel approval in PeopleSoft Finance.

The E-Travel Online involves 2 types of campus approvers:
1) General Approver - the first layer of approval to determine if the travel is warranted and on the correct department number. Traveler selects a chartstring as the funding source, and the department id on that chartstring routes to a user listed as a General Approver on this form.

2) Secondary Approver – required to be Assist. Dean, Dean, Department Chair, or Administrative VP.   If the travel is foreign, the travel request will go to the Secondary Approver after the General Approver.   If the travel dates are for a past travel, this is also routed to the Secondary Approver to approve the travel plus an explanation as to why the travel is entered after the travel dates.
Details for “PERSONS AUTHORIZED TO APPROVE E-TRAVEL ONLINE”
· An approver’s department is determined by the department listed on the Form in the box “Department Numbers”. 

· Individual “Department Number(s)” may be used on this Form, or a Node from the tree hierarchy from the FY17 Departmental tree.  Please exercise caution when selecting Nodes, because approvers should only receive emails for departments that they are responsible for approving.  
· An approver cannot perform General Approval AND Secondary Approval for the same trip.

· An approver can have security to perform General Approval and Secondary Approval, but there must be a division of duties during the approval process.  
· This may require coordination on the part of the campus department approvers.
· An approver can be the General Approver for “Dept. A”, and a Secondary Approver for “Dept. B” 
· Alternatively, an approver can be both the General Approver and Secondary Approver for “Dept. A”. 
Please note: 1 approver cannot perform both approvals General and Secondary on a single travel request. 

· Each department should have at least two General Approvers and one Secondary Approver.
· An approver cannot approve their own Travel.  If the General Approver is a frequent traveler, please be sure to have backup approvers.[image: image3.png]
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