
 
Pre-Approvals 

I. Why is 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. For IRS 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. Car Rental 

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 
1. Open Chrome River: 

 
 

2. Go to the Pre-Approval Ribbon and click on +Create: 

 
 
 
 
 
 
 
 
 
 
 



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” 

 
 

 



4. On the following screen select the appropriate pre-approval type: 

 
 
5. After selecting the appropriate tile, fill out the following screen (remember to always over-estimate 
costs): 
 

 
 
6. When completed, click on Submit: 

 
 
 



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

 
 
8. To view all submitted pre-approvals, go to the Chrome River home screen and select View All 
Submitted from the Pre-Approval Ribbon: 

 
 
 
 
 
 
 
 
 



 
Pre-Approval for Business Travel 

1. Open Chrome River: 
 

 
 

2. Go to the Pre-Approval Ribbon and click on +Create: 

 



 
3. Fill out the following screen appropriate to the pre-approval being requested, when completed, 

select Save: 
 

 
 
 

3. Select the appropriate tile: 

 
 
 
 



 
 

4. Fill out the following screen appropriately and select Save: 

 
 

5. Keep adding items to your pre-approval until it is completed: 
 

 
 
 
 
 
 
 
 
 
 
 
 



 
 

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):  

 

 
 
 
 
 
 
 
 
 
 



 
 

4. On the last screen, select Submit again: 

 
 
 
 
 
 
 
 
 
 


