Request Approval Workflow

Traveler:

Creates & submits request to
travel

Supervisor/Approver:

Confirms business expenses

If grant

CBA/DBA: *OSP: Confirms budget
Confirms budget availability availability

President's Office:

Approves foreign travel

Travel Office:

Verifies all documentation for
completeness and accuracy

*Concur will only handle Ledger Five Travel. Any Ledger One Travel must be managed through the state of Texas
travel site
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