
Accounts Payable Travel Flowchart

Accounts Payable receives approved 
Travel Request Form with correct 
documentation from Purchasing & Travel 
Dept. 
(See Appendix A for correct   
documentation) 

Check or 
epayment  is 

created 

Conference 
Fee or Cash 
Advance? 

Funds applied 
to Requester 
bank account 

Check mailed 

Requester notified 
by email that funds 

have been sent 

Cash Advance Conference Fee 

NO 

YES 
Contact 

vendor/requestor for 
documentation 

Review for 
invoices/ 

documentation 

Documetation 
attached? 


	Sheet1

