
Program chair 
(PC) approves 

or denies 
request, then 

selects method 
of payment.

Consult with 
Program Chair and 

Treasurer for budget 
approval

Front office staff receives 
purchase request and initiates 

allowable purchases as authorized. 
(Please allow 1-2 weeks for 

completion)

If PCARD Selected: 
PC will submit

Project Lead Purchase Request 
Online.
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Volunteer/Committee 
wants to purchase an 

item

Volunteer must complete: 
#1- Internal Fillable Form & 

#2: ANR Check Request and 
include all receipts

If Out of Pocket/Reimbursement: 
volunteer makes purchase with 

permission from Program Chair & 
Volunteer Coordinator

Yes if less

than $100

Automatic Notification goes 
to Project Chair & Volunteer 

for all purchase status 
updates

No If rejected: Revisit with your 
committee & chair to explore 

alternate options

Office Staff will 
notify volunteer 

when purchase is 
ready for pickup at 

office or vendor 
site.

Reimbursements
take about 4-6 

weeks for 
completion

These 
forms are 
available 
on VMS!

From VMS 
Homepage, 

go to 
News/Docs..

Click on the Tab 
Documents/Pre
sentations next 
to Newsletter 

Tab

Scroll to 
#7 - 

Forms

Download Form #1 -
Internal Fillable 

form, and Form #2 - 
ANR Check Request. 

Complete, Sign & 
Date. Return to 

steps above.

Front Office 
Reviews forms for 

completion and 
accuracy, submits 

info and 
attachments into 

UC System. 

Forms are 
submitted to UC 

ANR Fiscal for 
receipt and 
document 
verification

UCCE Napa
Internal Purchase & 

Reimbursement
Process

Submit signed & 
completed forms with all 

receipts on 
Volunteer Reimbursement 

Form Drop Off Site

Reconciled Report 
is sent to UC ANR 
Fiscal for  credit 
card statement 

processing.

Forms/Receipt Report 
is sent to County 

Director (David) for 
finalized approvals.

*Volunteer 
VMS 

Instructions*
Please 

Ignore this 
box if you're 
a VMS Pro!

Start Here!

End of Napa
Internal Process

Invoices are 
reconciled and 

submitted to County 
Director (David) for 
finalized Approvals.

Form is sent 
from UC ANR 
to UC Davis 

Fiscal for final 
approvals

End of UC 
External 
Process

Volunteer Reimbursement Requests

Department P-​Card Purchase & Processing

If approved, UC 
Fiscal will print 
and mail check 

to volunteer

End of UC 
External 
Process

Volunteer Reimbursement Requests

Department P-​Card Purchase & Processing

Process restarts if anything is missing/wrong
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https://wkf.ms/3ZijUst
https://wkf.ms/3ZijUst
https://forms.monday.com/forms/8923641a4fb470443370797a8c40929f?r=use1
https://forms.monday.com/forms/8923641a4fb470443370797a8c40929f?r=use1

