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The purpose of this procedure is to provide guidelines to the OCE Staff for Internal process for 
requesting approval for Travel and Expense Reimbursements. 
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A. OCE - The Office of Clinical Education 
 
 

5.1.1. The Travel Requisition form is required to be filled out and approved PRIOR to traveling. 
a. The APPROVAL – the staff member must obtain the direct supervisor’s signature 7-10 business 

days prior to traveling. 
 

5.1.2. After the trip, the staff member will submit the Expense Report and attach the mileage form 
and itemized receipts. 

a. The APPROVAL – the staff member must obtain the direct supervisor’s signature. 
b. The OCE will submit the approved Expense Report to the Finance Office for Reimbursement via 

eRequester. 
 
 

Travel Requisition Form 
 

BCOM Expense Report 
 

1. Purpose 

2. Related Policy/Authority 

3. Faculty/Staff Responsibilities 

4. Definitions/Abbreviations 

5. Procedural Steps 

6. Reports/Charts/Forms/Attachments/Cross References 

https://burrell.edu/administrative-services/finance/finance-forms/
https://burrell.edu/administrative-services/finance/finance-forms/
https://bcomnm.org/wp-content/uploads/2016/12/BCOM_Expense-Report_2015.xlsx
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The OCE will review this procedure as necessary. 
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