
Current Process

TEM Process

Pueblo Travel Process – Out of State

Traveler requests 
Travel Request and 
Authorization Form 

(TRAF) from A/P

Traveler submits 
TRAF to supervisor 

for approval

Once approval is 
obtained, traveler 

makes travel 
arrangements

Travel Authorization 

Travel Reimbursement Sheet (TRS)

Traveler completes 
TRS and sends to   
A/P with itemized 

receipts

A/P reviews TRS for 
reasonableness and 

accuracy, then 
creates DV

Routes to Fiscal 
Officer for approval

If >$1,000 routes to 
ORG-Pxxx for 

approval

TA completed and 
submitted in Kuali 
by the traveler or 
arranger with trip 
expense estimates

Travel Authorization (TA)

Ad hoc routes to 
department 
approver for 

authorization (TRAV-
Pxxx)

Once DV is final, 
check or ACH 

payment is 
disbursed to 

employee

Routes to Fiscal 
Officer for approval

Travel Authorization 
Complete

Travel Authorization 
is Complete

Travel Reimbursement

Traveler or travel 
arranger completes 

TR in Kuali with 
actual expenses 

updated and 
scanned receipts 

attached

Routes to Fiscal 
Officer for approval

Ad hoc routes to 
Pueblo Travel for 
audit/approval

Once approved, TR 
is final and check or 

ACH payment is 
disbursed to 

employee

Routes to traveler 
for approval, if 
traveler didn’t 

create document



Current Process

TEM Process

Traveler requests 
Travel Request and 
Authorization Form 

(TRAF) from A/P

Traveler submits 
TRAF to supervisor 

for approval

Once approval is 
obtained, traveler 

makes travel 
arrangements

Travel Authorization 

Travel Reimbursement Sheet (TRS)

Traveler completes 
TRS and sends to   
A/P with itemized 

receipts

A/P reviews TRS for 
reasonableness and 

accuracy, then 
creates DV

Routes to Fiscal 
Officer for approval

If >$1,000 routes to 
ORG-Pxxx for 

approval

TA completed and 
submitted in Kuali 
by the traveler or 
arranger with trip 
expense estimates

Travel Authorization (TA)

Ad hoc routes to 
department 
approver for 

authorization (TRAV-
Pxxx)

Once DV is final, 
check or ACH 

payment is 
disbursed to 

employee

Routes to Fiscal 
Officer for approval

Travel Authorization 
Final

Travel Authorization 
is Final

Travel Reimbursement

Traveler or travel 
arranger completes 

TR in Kuali with 
actual expenses 

updated and 
scanned receipts 

attached

Routes to Fiscal 
Officer for approval

Ad hoc Routes to 
Pueblo Travel for 
audit/approval

Once approved, TR 
is final and check or 

ACH payment is 
disbursed to 

employee

Pueblo Travel Process – International Travel

TRAF is submitted to 
President or VP for 

international 
approval

Routes to traveler 
for approval, if 
traveler didn’t 

create document



Current Process

TEM Process

Traveler requests 
Travel Request and 
Authorization Form 
(TRAF) from A/P if 
airfare purchased

Traveler submits 
TRAF to supervisor 

for approval

Once approval is 
obtained, traveler 

makes travel 
arrangements

Travel Authorization 

Travel Reimbursement Sheet (TRS)

Traveler completes 
TRS and sends to   
A/P with itemized 

receipts

A/P reviews TRS for 
reasonableness and 

accuracy and 
creates DV

Routes to Fiscal 
Officer on account 

charged for approval

If >$1,000 routes to 
ORG-Pxxx for 

approval

TA completed and 
submitted in Kuali 
by the traveler or 
arranger with trip 

expense estimates if 
airfare purchased

Travel Authorization (TA)

Ad hoc routes to 
department 
approver for 

authorization (TRAV-
Pxxx) 

Once DV is final, 
check or ACH 

payment is 
disbursed to 

employee

Routes to Fiscal 
Officer for approval

Travel Authorization 
Complete

Travel Authorization 
is Complete

Travel Reimbursement

Traveler or travel 
arranger completes 

TR in Kuali with 
actual expenses 

updated and 
scanned receipts 

attached

Routes to Fiscal 
Officer for approval

Routes to Pueblo 
Travel for audit/

approval

Once approved, TR 
is final and check or 

ACH payment is 
disbursed to 

employee

Pueblo Travel Process - Instate
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