
 

 

Ad Hoc Approval Cheat Sheet 
 

Scenario Approval Needed Comment Template 

Alcohol Finance Manager 
Ad hoc approval from Finance 
Manager for alcohol purchase on 
mm/dd/yy for $XYZ 

Event at remote (nontraditional, off 
campus) location 

Finance Manager 
Ad hoc approval from XXXX for an 
event at a remote location on 
mm/dd/yy for … 

Expense exceeds policy limits for food 
and/or alcohol 

Finance Manager 
Ad hoc approval from XXXX for 
food/alcohol expense exceeding policy 
limit 

CCM event/meal attendance or other 
expense 

Chair/Director 
Finance Manager (if Chair/Director 
is also in attendance) 

Ad hoc approval from chair/director 
for CCM’s attendance/expense on 
mm/dd/yy or for … 

Chair/Director event/meal attendance or 
other expense 

Finance Manager 

Ad hoc approval from Finance 
Manager for chair’s/director’s 
attendance/expense on mm/dd/yy or 
for … 

Divisional/Associate/Assistant Dean 
event/meal attendance or other expense 

Senior Finance Director (on behalf of 
CAO) 

Ad hoc approval from Senior Finance 
Director on behalf of CAO for 
divisional/associate/assistant dean’s 
attendance/expense on mm/dd/yy or 
for … 

Dean Horn event/meal attendance or other 
expense 

OAA 
Ad hoc approval from OAA for ASC 
Executive Dean’s attendance/expense 
on mm/dd/yy or for … 



 

 

 

References: 
 
College of Arts and Sciences Organizational Chart 
College of Arts and Sciences Finance Manager Assignments 
Expenditure Policy 
ASC Guidelines for Employee Recognition Events and Holiday Gatherings 
College of Arts and Sciences Business Services – Fiscal or Procurement 

• Guidelines for Alcohol Purchase 
 

https://ascintranet.osu.edu/sites/default/files/asc-org-chart-dec2022.pdf
https://buckeyemailosu.sharepoint.com/:b:/s/ASCAdministrativeStaffLeaders/EVfWGd0wOFpBt5aAEwwHA5IBRhN20f4uypsx05qLCriGnA?e=dAeT2O
https://busfin.osu.edu/document/expenditures-policy-411-pdf
https://ascintranet.osu.edu/sites/default/files/2018_asc_guidelines_for_employee_events_and_holiday_celebrations.pdf
https://ascintranet.osu.edu/business-services/fiscal
https://ascintranet.osu.edu/business-services/procurement
https://ascintranet.osu.edu/sites/default/files/asc_guidelines_for_purchase_of_alcohol_020122_0.pdf

