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In State Travel Request Process 

Start 

 

   

 

 

                End 

            

Receive Initial 

Travel Request 

from traveler via 

the DTS travel 

box 

Review for content and 

billing codes; send 

acknowledgement to 

traveler and include IT 

Director/Supervisor for 

approval 

Traveler fills out the DTS In-state 

travel reimbursement form 

including supporting documentation 

to DTS Travel; mail original 

documents to the DTS Travel 

Coordinator at the State Office 

Building. 

 

 

State Travel sends travel 

itinerary to DTS travel box; 

DTS Travel forwards to 

traveler with instructions for 

reimbursement process 

Book approved 

travel arrangements 

with State Travel  

 

Success Framework Measurement 

DTS In-state Travel Reimbursement 

form and receipts are received from 

traveler, FI51a form is completed and 

submitted for payment within 2 

business days once approvals are 

obtained. 

Review travel reimbursement 

forms and fill out the FI-51A 

form and send to traveler and 

supervisor for approval.  Submit 

all travel documents to Travel 

Supervisor for final review. 

 


