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 Continuous Process Improvement 
o Part of our continuous process improvement is to review existing 

travel procedures and find ways to: 
• Reduce paper 
• Reduce duplication of effort 
• reduce timelines 
• Find a way to encumber travel obligations 

 
 



 Complete a Trip Request and obtain Dean/Director, Program 
Coordinator (for categoricals only), and VP’s signature. 

 

 Complete a Purchase Requisition for EACH item not to be reimbursed 
and obtain Dean/Director, Program Coordinator (for categoricals only), 
and VP’s signature if over $1,000.  For example: 

 

o Requisition for Conference Fee 
o Requisition for Hotel 
o Requisition for Airfare 
o Requisition for Car Rental 
o Etc. 
 

 Complete a Occupancy Tax Waiver form for Hotel’s in CA 
 

 Complete a Travel Reimbursement Form after trip for reimbursable 
items and obtain Dean/Director, Program Coordinator (for categoricals 
only), and VP’s signature on Trip Request 



Effective October 1, 2013 
 

 Complete a Trip Request and obtain Dean/Director, Program Coordinator 
(for categoricals only), and VP’s signature/approval 

 

 Complete a Booking Information Form for applicable items¹ 
 

 Complete a Occupancy Tax Waiver form for Hotel’s in CA 
 

Submit the Trip Request Form, Booking Information Form, & Occupancy Tax Waiver Form to 
the Purchasing Department for Processing. Once received, your Trip Request and additional 
forms will be budget checked, the expenses will be encumbered, and the travel will be 
booked. 
 

 Complete a Travel Reimbursement Form after trip for reimbursable items² 
 
¹The Booking Information form is replacing all the Purchase Requisitions that used to be required. 
²The Reimbursement form will only need to be signed by the Dean/Director and Program Coordinator if the total of all 

travel expenses is 10% or greater than the total amount listed on the Trip Request Form.  The VP’s signature/approval 
is not required for the Reimbursement Form. 









 Questions? 
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