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 GREATER THAN 

$10,000

Expenditure Authorization
 Approval Hierarchy & Dollar Limits

~ Manual Process ~ 
Revised 11/3/2015

Funds 11 & 12

PROGRAM

REQUISITION

 DEPARTMENT CHAIR,

DIVISION REPRESENTATIVE 

OR

COORDINATOR

 UP TO $500

DIRECTOR OR

MANAGER

UP TO $1,500

VICE

 PRESIDENT

UP TO $10,000

Approved by Presidents Cabinet 6/19/2014

                                      Revised 11/3/2015

 DO 

PURCHASING

     COMPLIANCE ROUTING

· All Fund 11 & 12 to: Melanie Highfill 

· All Funds 15, 72,  83, & 87 to: Linda Nies

· All MC Funds   < $10,000 to: Aaron Hope 

 > $10,000 to: Melanie Highfill

Compliance Defined

Verification of the following:

· Request/s are reasonable

· Budget # is correct

· Expenditures are allowable 

· Appropriate back-up 

documentation is included

· Fund 12; 2-3 Quotes on ALL 

purchases

 Compliance Verifiers:

Melanie Highfill, Accountant Auditor

Linda Nies, Accounting Supervisor

Aaron Hope, Account Tech II

Dean

UP TO $3,000
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