
  Travel Reimbursement Process
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Date stamps, logs, 
and performs 

compliance check.

Receives EFT or 
check.

Conducts final 
review.

BRC works with 
traveler/dept. to 
resolve problem 
and advise as to 
what is needed to 

perfect claim.

Collates travel 
documents, 

completes BRC 
form or equivalent 

and obtains 
appropriate 
signatures. 

No

Documentation 
complete?

Submits expense 
report into 
Express.

Creates expense 
report in Express.Yes

Receives e-mail 
notification to 

review & approve 
expense report.

Traveler receives 
e-mail notification 

that expense 
report is available 

for review.

No

No

Pass 
compliance 

check?

Yes

No

Compiles TR 
documents, 

faxes to UCLA, 
retains originals 

for 
reconciliation.

To 
reconciliation 

process.

Prints notification 
to file with 

remainder of TR 
documents.

Pass review 
process?

Approves report 
and issues 
payment.

Yes

Receives e-mail 
notification that 

payment has been 
made.

Receives e-mail 
notification that 

payment has been 
made.

Compliance checklist: 

1.  Pre-approvals
2.  Traveler’s name and 
dates of travel
3.  Business justification
4.  FAU and Dept. code
5.  Authorizing signatures
6.  Original receipts
7.  All components of trip 
are reported (travel, 
lodging, entertainment, 
etc.)
8.  Policy compliance

Traveler 
approves 
expense 
report?

Yes
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