AdObe Sign Workﬂow Yellow = non signatory (action item)

Administration & Finance Daily Operations Purple = actual signatory on form
Red = External party signatory

T r a V e I P r I O r (Exceptions are international Travel- Please

route for Travel comitte approval - Seek assistance atleast well in advance of travel

dates)
Dean signs for anyone that reports to her - the
> Dept Coordinator Department Head Business Manager Fiscal Asst Dean department head/staff would then become
traveler on the prior.

Travel Voucher

> Dept Coordinato>m Department Head

[ ]
P Ca r d P r I O r (PCard Prior only required for purchases over $300.00)

Business Manager Fiscal Asst Dean > Dept Coordinator >Trave| Scans Email

> P Card Holder Department Head Business Manager

P Card Log

Department Head/

P Card Holder

: Business Manager >P Card Scans email
Supervisor

Special Meal Prior

Initiator : :
_ Department Head Business Manager Fiscal Asst Dean
(Dept Coordinator)

Foundation Check Requests

Initiator : i . . .
' Department Head Fiscal Asst Dean Fund Custodian Dept Coordinator Foundation email
(Dept Coordinator) (If not dept head)

PER 2/3

Dept Coordinator Department Head Business Manager Fiscal Asst Dean Dept Coordinator HR Central Qﬁlce
(Hardcopies)

HR Paperwork/Operations

(LOO, Justifications, Requests )

Dept Coordinator Department Head Fiscal Asst Dean Dept Coordinator HR Central Qﬁlce
(Hardcopies)

C O n t ra Ct S VCI \ F (Refers to Signature workflow only) Exceptions are when agreements where contractor wants us to sign first. In this case, process would include

internal parties and after all parties sign it goes to Contractor for final approval.

Dept Coordinator Department Head Business Manager Dept Coordinator VCAF_
(Hardcopies)

Dean signs for anyone that reports to her - the
department head/staff would then become
traveler on the prior.
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