
Will traveler be using Sponsored funds for travel?

Traveler will start filling out the University Travel Expense 
Voucher (TEV) following the instructions on the form

OSRP Travel Workflow
Part 2:  Travel Expense Voucher

Traveler will 
submit Travel 

Expense 
Voucher 

following their 
Department/

School 
instructions

Enter the check number for Advance on TEV

Enter total amount of Advance on TEV
Did traveler use 
CU credit card?

Enter total amount 
charged to CU credit 

card

Traveler will continue to complete each field on the TEV, if 
applicable, following the instructions on the form

Traveler will attach all necessary receipts to the TEV form

Traveler will sign the TEV form

Traveler will route the TEV form to PI/Supervisor for 
signature

Traveler will route to OSRP for final review and signature

OSRP will route to Accounts Payable

Complete Travel and download Travel Expense Voucher (TEV) form

Yes No

Yes

No

Yes

No

Did traveler 
receive a travel 

advance?


