
OCHE Processes for Travel and Purchase Requests 
(Oct 2019) 

Travel 

Create new Request via 

UU Concur 

w/Supervisor 

pre-approval attached 

Book travel via UU 
Concur 

Travel Occurs 
(Keep Receipts!} 

Submit Expenses via 
UU Concur 

Submit Expenses via 
OCHE Mileage 
Reimbursement 

Form 

Budgeted 
expense less 

than $5k/ 

Contract 
payment 

Purchase 

Submit email to 
Executive Team, 

Supervisor, & 
Commissioner 

Budgeted, Not Budgeted 
more than or new 

$5k, less than contract over 
$50k $50k 

isor and Commissioner Ap 
(copy Ben Langley!) 

Collect at least 
3 quotes 

Submit to OCHE accounting for 
payment 

Meal 
Office 
Su lies 

Submit to Office 
Supply Admin. 

P-Card/Ushop
Purchase

UU RFP 
Process 
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