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Facilities Operations Travel Pre-Approval Procedure
Appalachian State University – Emburse Enterprise


Travel Pre-Approval Request Process
Prior to making any travel arrangements, employees must complete the following steps to obtain approval for travel.

1) Complete the Travel Pre-Approval Request for Funding Form located on the Facilities Operations website link to website
2) Obtain the required approvals/signatures from:
· Direct Supervisor
· Facilities Superintendent
· Director of Facilities Operations
3) Attach all supporting documentation, including:
· Conference or meeting agenda
4) The Director of Facilities Operations will review the request for:
· Relevance to departmental operations
· Availability of funding
· Overall travel costs
5) Once approved, the Director of Facilities Operations will route the request to Facilities Management Administration for processing.
6) The travel Pre-Approval will then be entered into Emburse Enterprise. 
7) The traveler will receive an email notification once the online Pre-Authorization has been completed.
8) The traveler must review the Pre-Authorization and click the green “Approve” button within Emburse Enterprise.
9) The Pre-Authorization will then be routed to the Deputy Chief Operating Officer, Matt Dull, for final approval.
10) After final approval has been received, the traveler will get an email confirmation and may proceed with registration and booking reservations. 

Important Notes
· Employees may not use a University P-Card to reserve or pay for lodging accommodations.
· Registration fees may be paid using a University P-Card.
· Traveler’s insurance is not reimbursable.
· Lodging should be booked at the conference-approved hotel whenever possible to obtain the conference rate.  VRBO and similar accommodations are discouraged.  
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