
Disbursement
Request completed

w/ receipts or invoice

Submit to Dean for
signature

Submit to VP for
signature

VP's Office submits to
Business Office email

for processing

Business Office
reviews and gives

final approval

Employee 
reimbursements >$500

All vendor payments 

Employee reimbursements
<$500

Business Office cuts
the check

District Accounts
Payable cuts the

check

Disbursement Requests


