Pre-Approvals
I. Whyis a Pre-Approval needed for Gift Cards, Airfare, Lodging and Car Rental?
A. Regis University requires Pre-Approvals to alert the budget manager of the estimated expenses
for Gift Cards, Airfare, Lodging, and Car Rental.
a. Gift Cards

i. ForIRS tax reporting purposes, the department is required to obtain names of all
individuals receiving gift cards thus the reason for the pre-approval.

ii. Gift cards presented to Non-employees may be taxable and reportable income
on form 1099-MISC to the recipient if they are over $600.00. Gift cards should
not be given in exchange for services. The University will track all compensation
received by such individuals, if the individual receives other awards or payments
during the calendar year in excess of $600.00, the entire amount will be reported
on Form 1099-MISC. A gift card log must be kept for such individuals and a form
W-9 requested at the time of gift card distribution if there is any indication that
an individual might receive $600.00 during the year.

b. Airfare
i. The pre-approval for airfare will be based on ticket prices before purchase.
ii. A/P advises that all pre-approvals be over-estimated to allow for additional fees,
such as ticket change fees, baggage fees, etc.
c. Lodging
i. The pre-approval for lodging is the same as airfare. Always over-estimate to
allow for additional fees.
d. CarRental
i. The pre-approval for car rental is the same as airfare and lodging. Always over-
estimate to allow for additional fees.
Pre-approvals for airfare, lodging, and car rental can be included in the same pre-approval. If, however,
they are created in separate pre-approvals, be aware, that only one pre-approval can be attached per
report. This means that the expenses will have to be completed in different expense reports, if multiple

pre-approvals were obtained.



Creating a Pre-Approval
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2. Go to the Pre-Approval Ribbon and click on +Create:
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3. Fill out the next screen appropriate to the pre-approval being submitted, in this example, Gift Cards.
Once completed, select Save:

The next couple of screen shots are for Pre-Approval for Gift Cards. To do Pre-Approval for Business Travel
please scroll down to “Pre-Approval for Business Travel”
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4. On the following screen select the appropriate pre-approval type:

Add Pre-Approval Types
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5. After selecting the appropriate tile, fill out the following screen (remember to always over-estimate

costs):

¥§ Gift Cards

Estimated Amount 50.00 E usD

Description Baby Shower

6. When completed, click on Submit:
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Report Name

Start Date

End Date

Number of Days

Pay Me In

Business Purpose

Fiscal Year

Allocations

10-000-700300-0000

Comments. (0)

Attachments (0)

Baby Shower for Michelle Gibbs

04/18/2024

04/23/2024

[

USD - US Dollars

Gift card to purchase baby items she will need

Fy24

10 - General
700300 - FB Finance & Budget Oper / 0000 - General Activity

Cancel



7. Select Submit once more, and the pre-approval will be routed to the budget manager:

Submit Preapproval

I hereby cerfify that all expenses listed here are frue and correct to the best of my knowledge and are for legitimate business purposes.

Baby Shower for NG

Report Owner G E——
Created By _
Create Date 041312024

Pay Me Amount 50.00 USD

8. To view all submitted pre-approvals, go to the Chrome River home screen and select View All
Submitted from the Pre-Approval Ribbon:
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Pre-Approval for Business Travel
1. Open Chrome River:
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3. Fill out the following screen appropriate to the pre-approval being requested, when completed,

select Save:
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3. Select the appropriate tile:
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4. Fill out the following screen appropriately and select Save:
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~% Airfare
Estimated Amount 500.00 | usD ‘
Description Around trip Business Class leaving 04.24.24 and coming back on 04.26.24
Optional

5. Keep adding items to your pre-approval until it is completed:
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3. Once completed, the pre-approval will look similar to this (this pre-approval included airfare,
lodging, and car rental) Look it over for accuracy and then select Submit (bottom green button):
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4. Onthe last screen, select Submit again:

Submit Preapproval

I hereby cerfify that all expenses listed here are frue and correct to the best of my knowledge and are for legifimate business purposes.

Conference in KC MO 04.20.24 to 04.26.24

Report Owner Deborah Buchanan-Hudspeth

Created By Deborah Buchanan-Hudspeth

Create Date 04/19/2024

Pay Me Amount 1,400.00 USD

PA Report ID 010001213588

From Date 04/19/2024

To Date 04/30/2024

Business Purpose Conference regarding streamlining projects for Accounts Payable

Expense Summary

Airfare 500.00 0.00 500.00
Car Rental 500.00 0.00 500.00
Hotel 400.00 0.00 400.00

Account Summary

AMOUNT (USD)




