	
	Request Direct Deposit



[bookmark: _GoBack][image: C:\Users\Volunteer\Documents\NOC\~training\Phase 1 Guidebooks\PowerPoint Numbers _ Letters\RedLetterPNGs\Letter_R.png][image: C:\Users\Volunteer\Documents\NOC\~training\Phase 1 Guidebooks\PowerPoint Numbers _ Letters\RedLetterPNGs\Letter_E.png][image: ]Approve or reject expenses
Overview:

Volunteer Leaders who hold a supervisory positions (LC, DC, SC, and RC) approve reimbursements and pre-approvals for volunteers who report directly to your position or who you supervise.  If the expenses submitted are not within policy, entered incorrectly in the Portal or exceed state caps on mileage, the supervisor should reject the expenses and allow the volunteer to resubmit them after the expenses were corrected. 

Related Tip Sheets
1. An expense approval request email will be sent to supervisors, requesting action on expenses submitted by direct volunteer reports.
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2. Click on the link found within the expense approval email. It is recommended that you login to the Portal before clicking on the link. 

3. Click “Approve” or “Reject.” If a reimbursement request is rejected, the approver will be prompted to provide a reason by entering a reason and clicking “Reject.” 

NOTE: Do not approve more than one itemized reimbursement that includes “I” or “T” expense codes per grant year PER ASSIGNMENT. 
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