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Closing a Concur Travel Request 

 
Travelers will need to close out (not cancel) their Concur requests after they have 
submitted their final expense report for that travel. The same is true for no-cost travel. 
This will stop those reminder emails and remove your encumbrance from our BA reports 
 
Please close all Concur travel requests when: 
 

1) you are done submitting expenses for your travel, or 
2) you have completed your no-cost travel  

 
 
To close a travel request, open your approved travel request and click "close request" 
(do NOT click “cancel”). 
 
 

 


