
 
 
 

SoBA Faculty Travel Flowchart 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

* Significant variations from initially approved cost estimates should be discussed with Dept. Chair 

Initial request and 
estimate  to Dept. 

Chair 

Dept. Chair 
summarizes and 

reviews with 
Dean  

Approval decision 
communicated to 
faculty member  

Near end of spring semester, 
prior to fiscal year of travel 

Submit “Request 
and Authorization 
to Travel” form to 

Dept. Asst.*  

Prior to expending funds for 
travel 

Dept. Asst. gets 
authorization 

signatures  

Arrange airfare, 
registration, 

hotel, and rental 
cars using 
ProCard 

Prior to travel 

Send ProCard 
receipts to Dept. 
Asst. as charges 

are incurred 

30 days prior to 
departure, notify 

Global 
Engagement Office 

if int’l travel  

Obtain original 
receipts for all 
reimbursable 

expenses 

During travel 

Submit receipts 
and actual 

expense amounts 
to Dept. Asst.* 

Dept. Asst. 
completes “Travel 
Expense Report” 

and gets approval 
signatures 

Reimbursement, 
if any, sent 

directly to faculty 
member 

After travel 


