
TRAVEL PRE-APPROVAL 
EMBURSE PROCESS

APPROVE

RETURN

Additional steps may be required 
for student travel

Traveler submits 
Laserfiche travel 

authorization form 

Stacey Vogelpohl creates 
Emburse pre-approval 

request based on 
Laserfische form and 

submits on behalf of the 
traveler 

For foreign travel Stacey sends 
traveler an email with a copy of 
the required Export Control & 

International Travel 
Questionnaire to complete and 

then adds their responses to the 
pre-approval request.

Stacey makes corrections to 
the pre-approval request 
and resubmits to traveler

Emburse send traveler 
an email telling them 

they have a pre-approval 
to approve or return

Pre-approval routes 
based on whether travel 

is foreign or domestic

Domestic pre-approval 
requests routes to 

Supervisor and Marcia 
Walker for approval 

Foreign pre-approval 
request routes to Marcia 
Walker for cost approval

Foreign pre-approval 
request routes to Mitch 
Malone for department 

head approval

Foreign pre-approval 
request routes to Export 

Control Risk Management

After the trip, the pre-
approval request is 

imported into the expense 
account

FOREIGN

DOMESTIC

 Link to Laserfiche Travel Authorization form -  https://it-lf-ecmf.tamu.edu/Forms/JRSO_Travel
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EMBURSE EXPENSE ACCOUNT PROCESS

Traveler submits post-trip 
worksheets and receipts (if not 

uploaded using Emburse app) to 
Stacey Vogelpohl via email at: 

iodptravelexpense@iodp.tamu.edu 

Expense account routes to sub-
department approver* based 

on account number

Depending upon if 99 account or 02 
account used, Stacey audits 

expenses per TAMU travel policy 
and JRSO TAMRF travel policy

Stacey submits the expense 
account on behalf of the traveler

Stacey creates expense account and 
imports pre-approval request

Emburse sends traveler an 
email telling them they have an 
expense account to approve* or 

return

TRAVELER
APPROVES

Stacey makes corrections to the 
expense account and resubmits to 

the traveler

TRAVELER
RETURNS

Approved by sub-department 
approver or rejected

SUB-DEPT
APPROVES

SUB-DEPT RETURNS

Expense account routes to back 
office approvers—Kathy Bass and 
Beverly Stanford—who submit to 

FMO for payment

Expense account routes to 
Valeria Day for SRS approval to 
confirm allowability and funds

RETURNED APPROVED

* If you approve expenses from the email, please click the “View Receipts” link or login to Emburse to review
receipts. Detailed instructions can be found in the “Approving Expenses in Emburse” PDF document.
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