


Lasonya

Purchase request processing

Receive/process PO paperwork

Maintain/update tracking spreadsheet for purchases

Follow up on PO issues weekly

Faye

Receiving

Accounts Payable

Indirect cost budgets

Reconcile grant accounts

Follow up with vendors on missing items

VCOM packages

Kaycee

Travel reimbursements
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General expectations/reminders

In order for the Business Office staff to have time to address the needs of the College, please limit phone 
calls or in-person visits to the hours of 9am - 3pm . This will allow the focused time needed to process 
requests.

Purchase Req 

Limit of 1 purchase request per email

No more than 12 items per purchase request

Will be processed within 2 business days.

Reimbursement to an individual

Completed paperwork will be sent to main campus each Thursday. Paperwork received by Monday of 
the week should be included, assuming all needed documentation has been received.

Travel

ULM policy stipulates that travel reimbursements are to be submitted within 30 days of travel.

Please submit your travel documents to the Business Office within 14 days to allow adequate 
time for processing in order to meet the 30 day deadline.


