
DocuSign Late Expense Form 

Form Approvers: 
The form approvers require edits depending on the age of the request. 

• 60 days over / under 6 months:  The Department approver is Maryann Holtsclaw 
(holts@cs.rutgers.edu) and the Dean’s office approver (DDA) is Anoop Ahluwalia 
(anoop@sas.rutgers.edu) – ( For Faculty only, your Department Approver is Ulrich 
Kremer) 

• 6 months and over / up to 12 months:  The Department Approver is Anoop Ahluwalia 
(anoop@sas.rutgers.edu) and the Dean’s office approver (DDA) is Laura Danson 
(ldanson@sas.rutgers.edu) 

• Requests 12 months and older: cannot be submitted 
• IMPORTANT: Please submit your request 10 business days prior to the 60-day cut 

off as the request must go through all approval steps by the 60th day.  
 

Completing the form: 
When you receive the alert from DocuSign, a message will pop up informing you that this is 
a late expense form and if you would like to continue with this form: please click continue. 
The form will pop up and you will fill out the form: 
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Once you fill out the form, you will then click the “sign” button to electronically sign the 
form.  Click “finish” when done and the form will be directed to the approvers for 
signature.  

Once all signatures have been captured, the form will be sent back to you fully signed.  The 
completed form should be attached to your expense report.  

 


