B - Delegation of Authority – 

B1Q- May a Department Head delegate approval action for travel authorizations?

B2A- Except for student travel, a Department Head may delegate authority for approving travel authorizations.  If delegated, the Department Head must record the delegation in writing and maintain the delegation record for audit purposes.  Regardless of the delegation, the Department Head remains primarily responsible for the travel activities of the department and should establish procedures to monitor such activities.  The Travel Authorization System (TAS) Travel Center includes reporting functionality for review and monitoring of travel activities.
B2Q- If a Department Head delegates approval authority, may he/she still maintain the “Final Approver” status in TAS and share their id/password with staff for travel authorization purposes?
B2A- Sharing computer access id/passwords is not an option and is contrary to good business practices.  If delegation is to be made, the “Final Approver” status in TAS should be set up so that the person with delegated authority is established as the “Final Approver”.  If delegated, the Department Head should no longer be set up in the system as the “Final Approver”.    
