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WAKE UP!!!! 
 

It’s time for another 
installment of “Fun with 

Terrolyn”!!! 

???
Fun with what… 

Oh!  “Fun with 
Terrolyn”… yes, it’s 
time for that again!  

 
This month, we’re 

going to review 
policies regarding 

purchases that 
require prior 
approvals. 

Like 
submitting 

a TR 
before 

going on a 
business 

trip? 

Not you 
again… 

But yes, like TRs prior 
to going on a business 

trip and Provost’s 
approval prior to 

purchase of business-
class airfare as well. 

 
There are also other 
situations that you 

should be aware of, 
which needs prior 

approvals… 
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One would be student advertising… all 
advertisements promoting The University 
of Houston’s Colleges, programs and/or 
events must be pre-approved by Jason 

Lisovicz’s Marketing office.   
This is typically done via an email. 

 

Advertising like a 
personal ad?  Single 
purple male seeking 
a certain female in a 
green triangle 
dress… 

SECURITY!

Okay, moving on… 
 

You should also 
know that all 

services performed 
for the University 

needs prior 
approval via a 

contract. 

Services such as guest speakers, 
photographers, software creators, 

interpreters, translators, editors/proofreaders, 
face-painters, balloon artists... 

 
These vendors are performing a service for 
us and we must have a contract in place.  

Also, don’t forget about 
purchases totaling over 

$5,000.  All of these 
purchases, besides 

registration, must have 
a purchase requisition 

in place to obtain a PO. 
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Don’t forget 
about gift 

cards!  I found 
out about that 

the hard way… 

Very 
good 
point! 

But just in case you 
forget anything… 

 
As a general rule of 
thumb, if you have 
any doubt about 

whether additional 
approval is required 
for a purchase, don’t 

hesitate to ask 
beforehand. 

Now that we’ve 
reviewed the special 

circumstances in 
which you need prior 

approval to 
purchase, let’s all 

remember to do this 
so we can prevent 
future headaches! Gift card purchases must be  

pre-approved by Ruby.   
 

You can find the Gift Card Request form 
on the UH Finance website under “Forms.” 

Comments or 
questions, you 
know where to 

find me… 

Until next 
time, I’m off to 
do something 
that doesn’t 
require pre-
approval... 
since it is 

after 5 PM! 
 

See you later! 


