Athletic Recruitment Pre-Approval
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2  Click "Report Name" and enter a description regarding the travel.
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Pre-Approvals For Caelyn Orlandi

Report Name ” | ) ‘
Start Date [Torer00s o

dhhfasdlkfsjt
End Date ‘ 06/26/2025

hkfjlsjdf'sjdlig

 Marion, IN T&F Nationals 5.18-.. —
Number of Days ‘ 1 arion, ationals é

Tacoma, WA Athletic Recruitm...

Pay Me In ‘ USD - US Dollars W

Business Purpose

Please type the Cost Center you would like to search for in the 1st allocation box below. As you type, a drop
down list of matching items will be displayed for selection. Select Project ID in the 2nd allocation box, or Not
Applicable.

3 Click on the calendar to choose the start date of the travel.
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Pre-Approvals For Caelyn Orlandi

Report Name ‘ Auburnw.hwruitmend ‘
Start Date

End Date ‘ 06/26/2025

Number of Days ‘ g

Pay Me In ‘ USD - US Dollars

Business Purpose

Please type the Cost Center you would like to search for in the 1st allocation box below. As you type, a drop
down list of matching items will be displayed for selection. Select Project ID in the 2nd allocation box, or Not
Applicable.




4  Click the calendar to pick the end date of the travel.
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Pre-Approvals For Caelyn Orlandi

Report Name Auburn WA Athletic Recruitment
Start Date 05/09/2025 L=l

End Date 06/26/2025

Number of Days ‘_.49 ~——

Pay Me In ‘ USD - US Daollars

Business Purpose

Please type the Cost Center you would like to search for in the 1st allocation box below. As you type, a drop
down list of matching items will be displayed for selection. Select Project ID in the 2nd allocation box, or Not
Applicable.

Report Type — Select — B¢

5 Click "Business Purpose" and enter a description for the travel.

Lewis-Lians Stane Luiege

R

Pre-Approvals For Caelyn Orlandi
Report Name | Ejbl—fn WA A(hlelic Recruitme_m_
Start Date osor202s [
End Date 05112025 [
Number of Days ‘ 3
Pay Me In ‘ USD - US Dollars
Business Purpose

4

Please type the Cost Center you would like to search for in the 1st allocation box below. As you type, a drop
down list of matching items will be displayed for selection. Select Project ID in the 2nd allocation box, or Not
Applicable.

Report Type - Select - ¥

Is a Travel Advance O
Needed? -
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7

Click the drop down arrow to select the correct report type.

Choose Athletic Recruitment

Pre-Approvals For Caelyn Orlandi

Report Name

Start Date

End Date

Number of Days

Pay Me In

Business Purpose

Auburn WA Athletic Recruitment
osrarz02s (3]
osri202s (3

|3

| USD-US Dollars

Lewis-Lians Stane Luiege

Save

Select Tournament Battle in the Emerald City

Please type the Cost Center you would like to search for in the 1st allocation box below. As you type, a drop
down list of matching items will be displayed for selection. Select Project ID in the 2nd allocation box, or Not

Applicable.

Report Type

Is a Travel Advance
Needed?

Pre-Approvals For Caelyn Orlandi

Report Name

Start Date

End Date

Number of Days

Pay Me In

Business Purpose

Please type the Cost Center youl™
down list of matching items will

Applicable.

Report Type

Is a Travel Advance
Needed?

Auburn WA Athletic Recruitment
osrar2025 [
osri/202s 3

|3

| USD-US Dollars

i msala o e

Lewis-Lians Stane Luiege

Save

- Select —

- Select -

ion box below. As you type, a drop
1D in the 2nd allocation box, or Not
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Check the appropriate boxes to request a travel advance, attest to having
8 ; : - . ;
completing a Vehicle Use Agreement and/or stating if travel is noncontiguous to

Idaho.

LeWis-LIgI 8 St Luiege

Save

End Date 05/11/2025 ] &
Number of Days ‘ 3

Pay Me In ‘ USD - US Daollars

Business Purpose Select Tournament Battle in the Emerald City

Please type the Cost Center you would like to search for in the 1st allocation box below. As you type, a drop
down list of matching items will be displayed for selection. Select Project ID in the 2nd allocation box, or Not
Applicable.

Report Type Athletic Recruitment -
Is a Travel Advance |
Needed?

Have you completed the
Vehicle Use Agreement?

Is Travel to Non
Contiguous State?

Allocations

9  Click "Search for Allocation"

LeWis-LIgI 8 St Luiege

Save

Please type the Cost Center you would like to search for in the 1st allocation box below. As you type, a drop
down list of matching items will be displayed for selection. Select Project ID in the 2nd allocation box, or Not
Applicable.

Report Type Athletic Recruitment -
Is a Travel Advance [

Needed?

Have you completed the

Vehicle Use Agreement?

O

Is Travel to Non
Contiguous State?

Allocations

Search for Allp




10 start typing the appropriate cost center and click on it when it appears.

Lewis-Lians Stane Luiege

Save

Please type the Cost Center you would like to search for in the 1st allocation box below. As you type, a drop
down list of matching items will be displayed for selection. Select Project ID in the 2nd allocation box, or Not
Applicable.

Report Type Athletic Recruitment b4
Is a Travel Advance [

Needed?

Have you completed the

Vehicle Use Agreement?

Is Travel to Non [l
Contiguous State?

Allocations

‘ 9750

Lewis-Clark State College

11 Click "Save "
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Pre-Approvals For Caelyn Orlandi

Report Name Auburn WA Athletic Recruitment

Start Date 0s/092025 [

End Date os/itz025 (&)

Number of Days ‘ 3

Pay Me In ‘ USD - US Dollars

Business Purpose Select Tournament Battle in the Emerald City

Please type the Cost Center you would like to search for in the 1st allocation box below. As you type, a drop
down list of matching items will be displayed for selection. Select Project ID in the 2nd allocation box, or Not
Applicable.




12 Click the appropriate expense that may occur for this travel. In this example, a
college lease vehicle is being used. Therefore click Ground Transportation to see
what options are available.
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13 Choose Care Rental Fuel for fuel expenses that may be needed to gas up the

vehicle.
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14 Enter the estimated amount.

% B Emburse Enterprise X @ Scribe | Workspace % | (@ Test Ul Launcher x o+ = X
h ver.com/i preapp 49635c43tf1a8506e87d3d2960b86e64 77e38dfd46882d9c94cac0be504915736c0d688 ) & O R @ i
nterpnse (.& @ Caelyn Orlandi v

Lewis-Clark State College
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T o
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Description
Dptional

15  Enter a description explaining that it is for a college leased vehicle.
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16  Click "Save"

% B Emburse Enterprise X @ Scribe | Workspace % | (@ Test Ul Launcher x o+ = X

h ver.com/i preapp 49635c43tf1a8506e87d3d2960b86e64 77e38dfd46882d9c94cac0be504915736c0d688 * e o R @ i

nterpnse (.& @ A Caelyn Orlandi v
Lewis-Clark State College

i]j Car Rental Fuel

Estimated Amount 30000 fg] usD
Description College Leased Vehicle
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17 Add any additional possible expenses related to the travel.
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18 Type in estimated amount.
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Estimated Amount

Description
Dptional
4
H " n
19 Click "save
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20  Click "MEALS / ENTERTAINMENT" to add estimated per diem.
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® Add Pre-Approval Types
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22 Click the calendar to choose the start date of the travel
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End Date [ 23:59 3
Days 0
Description Add Description
Optional
P
Location Search for Location

23 Choose the appropriate travel start date.
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4
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Enter the approximate time of departure. If after 12 pm, options will be in military
24 - ,
time. If unknown, leave at 00:00.
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Start Date osi9r2025 [ \ .
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P
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25 Click the calendar to choose the travel return date.
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26 Choose the travel return date.
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End Date B3| | 2359 =
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P
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27  Enter the approximate return time. If unknown, leave at 23:59.
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Start Date 05/09/2025 m 07:00 %

End Date osr12025  [B| | 2359
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Description Add Description
optional
4
Location @ Search for Location
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28  Click "Location" and type in the destination.

Per Diem Wizard o

Start Date 05/09/2025 m | . 07:00 .
End Date 05/11/2025 m 17:30 Y
Days 3
Description scription
Optional
4
Location @

29 Select correct location from list provided.

Per Diem Wizard o

Start Date 05/09/2025 B2 | o700 -
End Date 05/11/2025 m 17:30 -
Days 3
Description Add Description
Optional
P
Location @ Auburn]| ‘
-
Auburn-Shawnee CoupsfiRaeas (KS), United States
Auburn-King Counl';', Washington ﬁWA), United States .
Auburn-Dekalb Coulg Ind'&j?;‘m—)(mg County, Washington (WA}, United States |
Auburn-Lincoln County. Mississiboi (MS). United States i




30 Click "Add Entries ". This will add an estimated per diem. Do not make any

adjustments.
Per Diem Wizard @
Start Date 05/09/2025 m 07:00 .
End Date 05/11/2025 m 17:30 Y
Days 3
Description
Optional

4

Location @ Auburn-King County, Washington (WA), United States

31 Click "Add to Report "

Lewrs-LidI K Slale Luiege

05/08/2025 o 07:00 g 5 Fh; Auburn, 92.00
05/09/2025 Washington (WA),United States usp 2
m . 5 Auburn, 92.00 5

sz R % 05/10/2025 Washington (WA), United States usD
*% sun, Auburn, 92.00 s

3 05/11/2025 Washington (WA),United States usp

Add Description

Auburn-King County, Washington (WA), United States

16



32 Click here
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ESTIMATED
300.00 =
usp & 2 4
400.00
usp
92.00 ‘
usp [
92.00 MISCELLANEOUS
usD
92.00
usp
MEETRGROOM WISCELANEOWS TIPS / GRATUITIES
-

Total Estimated Amount
Submit
976.00 uso

33 Click "Estimated Amount"
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Description
Dptional

17



34 Click "Description Optional" and type in information for Miscellaneous charge.
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35 Click "Save
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-‘. Miscellaneous / Other

100.00 i usD i

Entry fee for tournament




36 Click "Submit"

G el Add Pre-Approval Types

Auburn WA Athletic Recruitment ©
ents B 0Attachments

B ocom

EXPENSE ESTIMATED :‘ a r=‘ TT'

QUND
300.00 o AR TRAVEL TRanZPORTETION HOTEL enrétfalRlient C

BY car Rental Fuel s 3 2 &
s 400.00
S Hotel 050

92.00 ‘
< Meals Per Diem s [}

92.00 MISCELLANEQUS
=# Meals Per Diem P =

92.00
= Meals Per Diem Tt

100.00

% Miscellaneous / Other

usD

N\ :
PA Report ID

Total Estimated Amount Subrmit
Submi
QADD01777247 1,076.00 usp

37 Click "Submit"
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Submit Preapproval

1 hereby certify that all expenses listed here are true and correct to the best of my knowledge and are for legitimate business purposes.

Auburn WA Athletic Recruitment

Report Owner Caelyn Orlandi
Created By Debbie Stellyes
Create Date 06/26/2025
Pay Me Amount 1,076.00 USD
PA Report ID QAD001777247
From Date 05/09/2025

To Date 05/11/2025

Business Purpose

Select Tournament Battle in the Emerald City
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