
Reimbursable  
expense is incurred 

no 

Finance Suite (FS) request is 
created with proper account 

or account‐host selected 

FS request is 
submiƩed  

FS request may be  
submiƩed a er trip 

comple on 

* Within 1 week: P.I. Account Owner 
approves or denies the request 

Within 3 business days:  
Nat. Sci. Account  

Approver confirms  
funding availability  

Within 2 business days:  
UCM Travel Team audits for policy and 

receipt requirements. ** Request is 
submiƩed to UCLA Express for final 

audit and payment.  

UCLA processes and  
delivers payment 

yes 

All items related to a 
single event are added 

to the FS request as 
they are incurred 

School of Natural Sciences  
Reimbursement Process 

Requestor 

Account Owner 

Account Approver 

UCM Travel Team 

UCLA  

Requestor 

Account Owner 

Account Approver 

UCM Travel Team 

UCLA Express 
* Approval by the P.I. Account Owner only gives consent to use the account.  

The UCM Travel Team will ensure policy compliance during their audit. 
 

** Requests requiring more informaƟon or documentaƟon  
will be submiƩed to UCLA Express upon requestor fulfilment of requirements. 

Is expense related to 
or incurred during a 

business trip? 

Funding 
Source? 

P.I. 

Departmental  

Average UCM turnaround Ɵme to closed FS request: 2 weeks  
Average UCLA turnaround Ɵme: 2‐6 weeks 

UCLA Express no fica on of required 
ac on is emailed to requestor. 

Requestor logs into UCLA Express  
to give final consent.  

UCM travel team closes FS request;  
FS no fica on of required ac on is emailed to requestor. 

Was  
expense 
paid on 

T&E card? 

yes 

no 


