Employee Expense Reimbursement Flowchart
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Employee submits Pre-Approval
Expense Form to Appointing
Authority/ HR Manager for review.
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or denies request based on
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STEP: 3

Employee submits
the following
documents to the
Finance Department
through BRASS for
reimbursement:

1.) Forms required by

Employee is the

BRASS Request for
Payment Voucher/
Non- Vendor form.

Upload receipts of

* purchase (Please

reference Vendor
Form for Further
instructions.
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Finance Dept. process
reimbursement.
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Employee receives
reimbursement, process end.




