
INITIATION

Submit Expense Report 
Employee As Self

Expense Data Entry Specialist
Delegate for Employee

Is Initiator also 
the Payee 
(Expense 
Owner)?

NO

Review, Update, and 
Approval by Payee 
(Expense Owner)

Review, Update, and 
Approval by Expense 

Support Specialist 
(ESS)* **

Grant is 
Charged?

Project is 
Charged?

Gift is Charged?
Designated is 

Charged?

YES

Approval/Send Back 
by Grant Manager

Restriction***
Alternate: 

Sponsored Programs 
Manager (Cost 

Center) 

YES

Approval/Send Back 
by Project Budget 

Specialist
Restriction***

Alternate: Project 
Budget Manager

YES

Approval/Send Back 
by Unit Gift 

Manager
Restriction***

Alternate: Senior 
Department Finance 

Approver

YES

Approval/Send Back 
by P2P Approver
Restriction***

Alternate: Senior 
Department Finance 

Approver

Policy 
Exception?

YES

Approval/Send Back 
by Senior 

Department Finance 
Approver

Central 
Approver/

Expense Partner 
Review 

Required?

YES

Approval/Send Back 
by Expense Partner 
(Central PSDS Travel 

& Expense Team)

Approved

YES

NO

NO

* All ESS review for accuracy and completeness, update as required, and approve.
** If the ESS has already approved the expense report, they cannot approve at a subsequent approval step.
***If the Approver is also the Initiator, Payee (Expense Owner), or has previously approved the report, it will 
route to the Alternate.
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