CITY OF EVANSVILLE TRAVEL REQUEST PROCESS

1. MAYORAL APPROVAL

Employee requesting
travel or the Dept.
submits completed

Travel Request Form

(fillable PDF form) to

Dept. Head for approval

Electronically signed

Travel Request Form and
supporting documents
are emailed to Finance

Finance Dept. verifies that Dept funding is
in place, all appropriate docs are included,
and City Travel Policy was followed

Dept. at CityTravel@
evansville.in.gov

y

Finance Dept. emails
Mayor when pending
Travel Request Forms are
in folder

Finance Dept. saves
« form to Mayor’s Trav-
el Approval Folder on
shared drive

Finance Dept.

Travel Request

4— assigns number to

v

Mayor reviews

ﬁ

Travel Requests

Mayor signs Travel Request
Form electronically and
saves document

—&

Is Travel Request

Approved by Mayor?

2. NOTIFICATION BY FINANCE & PURCHASE REQUEST/PO

Finance checks the Travel Approval folder

daily for approved/denied requests

APPROVED

4

Finance Dept. emails the
approved Travel Request
Form to Employee/Dept.

to create purchase request
and attach all appropriate
documents in MUNIS

Employee/Dept is NOW permitted

3. REIMBURSEMENT FOR EXPENSES

all into Dept. bookkeeper

After Employee returns from travel,
he/she completes, prints, and signs
Expense Reimbursement Report form #
and includes original receipts, turns

information included

!

Is all required

and accurate?

Finance Dept.

requests more
information

Mayor notes denial
and reason on Travel
Request Form

Finance Dept.
notifies Employee or
Dept. of denial

After MUNIS returns PO number,
Employee/Dept. is NOW permitted
to schedule travel

Dept. bookkeeper enters

Reimbursement Request

into MUNIS as an invoice
against the PO

Dept. bookkeeper sends via interoffice
mail or delivers paper Expense
Reimbursement Report and related
documents to Finance Dept.

L

Dept. delivers

paper check to
Employee

Dept. picks up/signs for
paper check from
Finance Dept.

Finance Dept. places “green

« card” in interoffice mail to

bookkeeper indicating check
is ready to be picked up

Finance Dept. processes

« invoice and cuts paper
check for Employee
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