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Travel Request and Expense Report Approver Delegation Authorization
Sheet  of 
Identify the person to be added as a Travel Request or Expense Report approver.
1.
Identify the existing approver(s) that this person should be added as an approver delegate to conduct approvals on their behalf.
2.
Expense report- approval delegation privileges
Travel request- approval delegation privileges
Select the appropriate section to add or remove privileges.
Add
Remove
Travel request approver delegation to be added or removed on behalf of the following individual(s):
Expense report approver delegation to be added or removed on behalf of the following individual(s):
BAO Signature
Business Affairs Officer authorization
3.
Dean/VP/AVP Signature
Dean or Vice President authorization
4.
Upon completion of this form, it must be attached and emailed by the authorized Business Affairs Officer to TravelWayne@wayne.edu.  You will receive e-mail verification once your approval delegation has been established.  If you have any questions, please contact us via e-mail: TravelWayne@wayne.edu or phone (313) 577-8747 option 5.
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