FACULTY/STAFF
TRIP LEADER
Completes Group Travel
Packet

CAL POLYy

International Center

G ].‘Ollp TI‘aVel Ab roa d Dept/Dean’s office review and approval

(signed travel pre-authorization &
Group Proposal form)

I

Review by International Center
(CPIC)

|

REVIEW BY RISK MGMT &
VICE PROVOST OF IGEE

|

IF STUDENT FEE, B&A SERVICES

SUBMITS FEE PROPOSAL TO BUSINESS & ANALYTIC SERVICES
CFAC (If STUDENT FEE PROPOSAL included)
PROVOST

YES

=) PRESIDENT

High Hazard?

CPIC requests finalized student roster
from trip leader, then sends link to
students to complete registration.
CPIC reviews academic standing and
disciplinary with OSRR.

Risk Mgmt
Forwards to
Chancellor's Office

High Hazard?

Insurance Bound by Risk Mgmt or Travel Advance?

Corporation. Insurance cards sent to
trip leader(s) to disperse to group.

sends copy of Travel Pre-

YES CPIC submits Travel Pre-
Authorization to SBS or Corporation if
- travel advance requested. CPIC
Authorization to traveler(s) & dept.

|

Travel Form Pre-Authorization
sent to traveler/department

Expense Claim Submitted
to Payment Services by
traveler/department

|

Travel Pre-Auth &
Expense Claim submitted
to Payment Services by
traveler /department

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





