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Finance Policy No. 301:   Proper Authorization of Requisitions and Expense Reports
Issued:  10/10/2013
1. PURPOSE 
This document establishes the proper authorization of all requisitions and expense reports.
2. SCOPE

This policy applies to all employees of Champlain College.
3. DEFINITIONS
Supervisors are Presidents, Vice Presidents, Deans, Directors and Budget Officers.

Absence is an extended period of time in which you are not able to be part of the day-to-day operations, such as a vacation.
4. POLICY
All requisition forms for expense reimbursement, along with required documentation, must be submitted to the employee's supervisor for review and signature approval. 
In the absence of the supervisor, approval from the next higher level of supervision is required. Please note the supervisor should designate an individual to sign during his/her absence.
Supervisors approving requisitions and expense reports are responsible to ensure the following:
(1) Expenses reported are proper and reimbursable per Finance policy number 300.

(2) The expense report has been filled out accurately and has the required documentation (i.e. budget numbers).

(3) The expenses are reasonable and necessary.
Effective Date:  October 10, 2013

Finance policies and procedures are updated on an as-needed basis, as such the College reserves the right to alter, amend or suspend the terms of this policy at its sole discretion.








Page 1 of 1

