
1. Traveler 
obtains initial 
approval from Region 11
for planned travel by 
submitting Expenditure
Request Form. 

3. Traveler completes
and submits
a Travel Form
to Region 11. 

5. Traveler emails
 the Trip Optimizer, 
Per Diem sheet and 
event information to 
Region 11. 
 

6. Designee ensures 
that the budget 
is assigned to the 
Travel Form and 
approves.

Prior to 
Travel
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8. Travel Officer will 
calculate additional/
incidental expenses 
and add those to the 
total amount needed 
for POs.

11. Travel Occurs 

(Take Travel Packet w/ tax exempt form.)

May I 
travel? 2. Traveler gathers 

initial travel 
information 
(event registration, 
location, meals, etc.)

$

7. Designee routes
 travel information 
to the Travel Officer to 
make all necessary 
reservations, 
registrations, etc.

TRAVEL
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9. Travel Officer will initiate 
necessary requisitions and 
route a paper copy of 
documentation to the 
Business Office. TRAVEL

10. Prior to travel, Travel Officer will 
create a Travel Packet (Travel 
Summary Sheet, tax exempt form, 
confirmations, etc.) and it will then 
be emailed to the Traveler. Complete
PO's will be routed to assistant.

TRAVEL 
PACKET

$$

12. Traveler is 
responsible for getting/
maintaining itemized 
receipts to be turned in 
after the travel occurs.

4. For out-of-state travel 
an “Out-of-State 
Travel Form” must 
be submitted and approved 
by LEA prior
to submitting to Region 11. 
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1. Traveler reconciles receipts with 
amounts allowed on Travel Summary 
Sheet and submits the receipts, Travel 
Summary Sheet, and Reimbursement 
Form to Region 11 within seven
working days following the travel.

2. Designee will 
approve or adjust 
the receipts and 
notify Traveler of 
any modifications. 

4. Business Office 
processes all necessary 
payments and 
reimbursements.
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After 
Travel

$$ $$
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3. Designee will submit receipts, Travel 
Summary Sheet, W-9, and 
Reimbursement Form
to the Business Office for 
reimbursement. BUSINESS OFFICE

$$ $$

$$ $$ $$
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