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Review for content; obtain
documentation needed for
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approval process (i.e. — 3" party
reimbursement, registration fees,
training, etc.) And return to

> mail to traveler from
DTS Travel Mailbox
Send a preliminary
itinerary for final
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review by traveler
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Complete the State Travel Request
Online Form. Obtain flight
availability, pricing, hotels etc. from
State Travel agent. Review best
options, contact traveler if needed
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Send final travel
itinerary to the
traveler from the DTS
Travel Mailbox. File
copy in the Travel e-
mail box OST itinerary
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f Provide instructions for \

reimbursement process upon
trip completion to traveler;
submit DTS OST
reimbursement request form,
original receipts, etc. to DTS
Travel for processing. Submit
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all documents to Travel

Supervisor for final review.

Obtain budget
approval via e-
mail
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Obtain Executive
Management
approval via e-mail
upon receipt of
budget approval
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FI51b form is
completed and
submitted for payment
within 5 business days
All steps logged into
the FY Travel
Spreadsheet upon
receipt
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