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Policy and Process Overview by Spend Type
Travel Purchasing Reimbursements

UW Policy Policy Index | Travel Services (uw.edu)
How to Buy | Procurement Services (uw.edu)
Meetings/events require food pre-approval

Reimbursements | Procurement Services (uw.edu)
**This should be the last payment option.
Meetings/events require food pre-approval

Department 
Requirements

• Travel must be pre-approved in alignment with 
Approvals | Travel Services (uw.edu)

• Email pre-approval requests to otofin@uw.edu
• Department procedure HERE

• Leverage Central purchasing SME
• Discretionary budget spending require Vice-

Chair pre-approval
• Approver must have signature authority limits
• Submit requests via Fiscal Work-in-Progress:  

Purchase Requests folder
• Department procedure HERE

• Registration and membership fees requiring 
faculty user name and password are allowed to 
be submitted as eReimbursements

• Department procedure update COMING SOON

Pre-
Approval

Budget approval 
(signatory approval)

• Pre-approval email required

• For Grant & Gift budgets, obtain PI 
or other signatory pre-approval

• Discretionary budget spending require Vice-
Chair pre-approval​

• Meetings/events require Vice-Chair pre-
approval​

• Faculty Development/Start-up Funds require 
budget validation

• For Grant & Gift budgets, obtain PI 
or other signatory pre-approval

• Meetings/events require Vice-Chair pre-
approval​

Documentation • PTRF
• Purchase Request form
• Quote, etc. 
• Food approval form

• Receipt, proof of registration, etc.  
• Food approval form

Final 
Approval

Approval • Approval through Ariba • Approval through Ariba • Approval through Ariba

Documentation

• Pre-approval email
• PTRF
• Receipts
• Agenda/ Itinerary

• Pre-approval email (where required)
• Purchase Request Form
• Invoice, receipt, quote, membership form, 

conference registration, etc.  

• Pre-approval email (where required)
• Invoice, receipt, quote, membership form, 

conference registration, etc.  

We are using Ariba as our system of record. All documentation must be saved in Ariba attached to the related transaction

https://finance.uw.edu/travel/policyindex
https://finance.uw.edu/ps/how-to-buy
https://finance.uw.edu/sites/default/files/1798.pdf
https://finance.uw.edu/ps/how-to-pay/reimbursements
https://finance.uw.edu/sites/default/files/1798.pdf
https://finance.uw.edu/travel/approvals#pretripapproval
mailto:otofin@uw.edu
file://oto-sphenoid.oto.washington.edu/Administrative_Share/Policies & Procedures/New Updated Policies/Section 6 Travel/6.1 Travel.docx
file://///oto-sphenoid.oto.washington.edu/Fiscal%20Work%20In-Progress/1%20Purchase%20Requests
file://oto-sphenoid.oto.washington.edu/Administrative_Share/Policies & Procedures/New Updated Policies/Section 2 Finance/2.4.3 Purchase Requests.docx
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Signature Authority
Signature Authority

UW Policy

APS 52.1, Procurement of Goods and Services (washington.edu)
Microsoft Word - 2.10SignatureAuthority.docx (uw.edu)
All purchases, travel, and reimbursements require approval by 
someone with authority for that budget.  

Department 
Requirements

• Signature authority may be delegated by the budget owner; a 
signed delegation of authority form is required

• Activity on department budgets can only be approved by Grace,
Michelle, or Dr. Futran

• Department procedure HERE

• Key Things to Remember:
• A copy of the signature authority list will be saved in Fiscal Work in Progress for visibility
• Determine who has signature authority for the budget

• Resident dept. expenses – obtain pre-approval by Resident Director and dept. approver via email 
• Grant/Gift budgets - obtain PI or other signatory pre-approval via email
• Department discretionary budget spending require Vice-Chair’s pre-approval
• Meetings/events with food require Vice Chair’s pre-approval

• When in doubt, contact Finance otofin@uw.edu for assistance

http://www.washington.edu/admin/rules/policies/APS/52.01.html
https://finance.uw.edu/ps/sites/default/files/purchasing/policies-and-procedures/Section2/2.10SignatureAuthority.pdf
file://oto-sphenoid.oto.washington.edu/Administrative_Share/Policies & Procedures/New Updated Policies/Section 2 Finance/2.4.2 Signature Authority.docx
mailto:otofin@uw.edu
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Faculty Admin & Research Support Team
Finance Team

All pre-approval requests must come with 
the following information:
• Who – who is requesting this?
• What – what is being 

requested/purchased?
• When – When is this going to occur, 

needing to be delivered, etc?
• Where – Where is this happening, 

where does it need to be delivered, 
where is the purchase being made, 
etc.?

• Why – what is the business purpose, 
what benefit does this bring to the 
department/project/grant?  



QUESTIONS?
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Food Approval Form
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Location:  food policy.cdr (uw.edu)

https://finance.uw.edu/sites/default/files/1798.pdf


List of Attendees Form
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Location:  \\oto-sphenoid.oto.washington.edu\Fiscal Work In-Progress\TEMPLATES - for fiscal requests\TEMPLATE - Oto Attendees Form - Food.xlsx

file://oto-sphenoid.oto.washington.edu/Fiscal Work In-Progress/TEMPLATES - for fiscal requests/TEMPLATE - Oto Attendees Form - Food.xlsx


Signature Authority Form
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Location:  \\oto-sphenoid.oto.washington.edu\Fiscal Work In-Progress\TEMPLATES - for fiscal requests\

file://oto-sphenoid.oto.washington.edu/Fiscal Work In-Progress/TEMPLATES - for fiscal requests/

