
TRAVELER 
completes individual travel 

registration packet
DEPARTMENT HEAD & DEAN 
sign Travel Pre-Authorization Form

CPIC

PROVOST

PRESIDENT

Expense Claim Submitted to SBS 
by traveler/department

High Hazard?

Insurance Bound By Risk 
Mgmt or Corporation 

NO

YES

Individual Travel Abroad

TRAVELER 
enrolls self in STEP 

(https://step.state.gov/step/)

Risk Mgmt
Forwards ITIR to 

Chancellor’s Office

CPIC 
submits Travel Pre-Auth to 
SBS or Corporation. CPIC 
sends copy of Travel Pre-
Auth to traveler & their 

department

Travel Advance?

High Hazard?
YES

YES

NO

Travel Pre-Auth sent to traveler/department 

Travel Pre-Auth & Expense Claim 
submitted to SBS by traveler/

department

NO

**There are several steps not pictured (mostly post-approval and post-travel)




