OSU Newark 

Procedure for Processing Travel

1. To initiate a Request for Travel (For Mileage Reimbursement only skip to #4)
· Traveler completes Travel Request Worksheet including any requests for prepayment
· Traveler presents form to Travel Coordinator for entry into On-Line Travel System with notations of prepayments (prepayments through the travel system must be entered before request approved)
· Once entered, Travel Coordinator emails Dean or Associate Dean for approval (if there are any questions or concerns Dean or Associate Dean will contact traveler directly)

a. Dean only approves on Fridays

b. Associate Dean approves daily (if available)
2. Once approved
· Traveler will be notified of approval and for any prepayment to be made using the travel P-Card
· Paperwork is held in Purchasing until travel is complete.
3. Once Travel is complete 
· Traveler will fill out Travel Reimbursement Worksheet, attach original receipts and  give to Travel Coordinator for entry into On-Line Travel System 

a. If missing receipts or questions arise regarding request, Travel Coordinator will contact traveler first, then Dean or Associate Dean if exception is required.
· Once entered, Travel Coordinator prints the entry, attaches all corresponding paperwork and notifies traveler for signature. 
· Once traveler has signed, paperwork is forwarded to Dean or Associate Dean for review, on-line approval and signature (If other budget signatures are required i.e. Dir. of Human Resources for recruitment travel, they would sign before going to Dean or Associate Dean)

a. Dean only approves on Fridays

b. Associate Dean approves daily (if available)
· On-line approval goes directly to Accounts Payable for disbursement by Direct Deposit (Traveler will receive an email from AP when processed) 
4. For Mileage Only

· Traveler will complete The Newark Campus Mileage Reimbursement Form, sign and give to Travel Coordinator for entry (see step 1).

· Once approved, Travel Coordinator enters reimbursement, prints form and forwards to Dean or Associate Dean for signature and on-line approval.  (signature of traveler on mileage form will suffice)

· On-line approval goes directly to Accounts Payable for disbursement by Direct Deposit (Traveler will receive an email from AP when processed) or Check cut for guests
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