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Travel Request in Archivum
(Travel Request ‘TR’ # 
generated)

Approval from 
Supervisor
(Archivum)

Purchase Pre-Travel 
Items on PCard
(Airfare, Lodging, 

Registration)

Reconcile charges 
with TR #

Purchases during 
Travel

(Refer to Travel Manual)

Create Expense Report
(Remember to upload conference 
schedule to receipt package)

Provide TR #, 
Chartfield, 
Business 
Purpose on 
PRF.

Reconcile charges to TR #
(cannot complete Expense Report 

until charges are reconciled)

Approval from 
Supervisor

Travel 
Starts

Travel 
Ends

(turn in 
receipts)

Student Success Travel Workflow

Things to keep in mind:
• Food is reimbursed via meal allowance
• PCard are only tax exempt in FL
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Tips: 
Travel Requests must be submitted under a traveler. A delegate can be assigned to complete this process on behalf of the traveler.
Student travel can often be included under a “lead” traveler. Include student U#’s on all receipts corresponding to student purchases and submit a signed roster with the expense report. 
Meal allowance is $6 for breakfast, $11 for lunch, and $19 for dinner. Can only be claimed if meals are not provided by conference/travel.

Link to Travel Training

Approval from 
Expense Manager

(Archivum)

Approval from 
Central Services

Provide TR #, 
Chartfield, 
Business 
Purpose on 
PRF.

https://www.usf.edu/business-finance/controller/documents/travelmanual.doc
https://www.stpetersburg.usf.edu/student-life/student-success/documents/ssrm-purchasing-reconcilation-request-form.pdf
https://www.stpetersburg.usf.edu/student-life/student-success/documents/ssrm-purchasing-reconcilation-request-form.pdf
https://www.stpetersburg.usf.edu/student-life/student-success/documents/ssrm-purchasing-reconcilation-request-form.pdf
https://www.stpetersburg.usf.edu/student-life/student-success/documents/ssrm-purchasing-reconcilation-request-form.pdf
https://www.stpetersburg.usf.edu/student-life/student-success/documents/ssrm-purchasing-reconcilation-request-form.pdf
https://usfhealth.app.box.com/s/3z2n82qqnaewvztydsv4d3wrfeur16me
https://usfjira.atlassian.net/wiki/spaces/UHID/pages/10885501243/Travel+Expense+Report+User+Guide
https://usfhealth.app.box.com/s/3z2n82qqnaewvztydsv4d3wrfeur16me
https://www.stpetersburg.usf.edu/student-life/student-success/documents/ssrm-purchasing-reconcilation-request-form.pdf
https://www.stpetersburg.usf.edu/student-life/student-success/documents/ssrm-purchasing-reconcilation-request-form.pdf
https://www.stpetersburg.usf.edu/student-life/student-success/documents/ssrm-purchasing-reconcilation-request-form.pdf
https://www.stpetersburg.usf.edu/student-life/student-success/documents/ssrm-purchasing-reconcilation-request-form.pdf
https://www.stpetersburg.usf.edu/student-life/student-success/documents/ssrm-purchasing-reconcilation-request-form.pdf

