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AS SOON AS
When Can I YOU KNOW!!

In order to comply with the Governor’s

&
Submission guidelines. travel requests must be
u I I l 1 ra V ‘ received by Chandra, as follows:

MANUAL | 1 — 2 months in advance

RequeStS L AUTOMATED | Nao less than 2 — 3 weeks in

advance

ABOUT
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Glossary




ADPH Travel
Liaison
Point of Contact between
ADPH & the Governor’s Office.
Office | 206 — 2082

Cell | 430 — 7667
handra. Lowis@ADPI1. AL,
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Amendment

An updated or altered travel request that
replaces a previously approved request; and
must be manually audited, approved again,

and physically signed by the governor’s
office.

Automated

A travel request that does not have
extenuating circumstances and can be
considered ‘routine’. The final approval page
will automatically bear the governor’s
signature.

Auto-After

A ‘routine’ travel request that is approved
after a departure and without the governor’s
signature; requiring further audit, and must

bear a physical sighature by the governor’s
office.

Out of State Trave

Cancel

This keyword, along with the designated travel code, is
used to cancel a submitted travel request if necessary. (i.e.
amendment, manual not automated and vice versa,
traveler does not travel, ete.)

Send an email with Keyword and Travel Code to
Chandra.
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1.e. Lotus Notes

Qut of State Travel

Manual

A paper travel request that requires audit and physical
signatures from traveler, division head, state health
officer, and the governor.

(See cover sheet for stipulations.)

00S. ALABAMA.GOV

Qut of State Travel .

OOS Travel System

www.oos.alabama.gov
This site is used by ADPH OOS Travel Liaison to submit
automated requests to governor’s office. Individual T'ravel
Designees can only use this site to ‘Manage Existing
Travel’.

(check status, view/print pre-approvals, view/submit
expense 10rms. N —
ot sty 1 1 mm
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This keyword, along with the designated travel code, is

e e used to reset a finalized expense report in the cos travel
system if a mistake has been made.
Send an email with Keyword and Travel Code to
Chandra.
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Return Travel Code

A travel request rejected by the governor's Unique 8-character alpha/numeric identifier
office for any cause. for completed, automated travel requests. It
is used for the QOS Travel system, Resets,
Canccls, cte.

(Manual requests will not have this code and
must complete a manual expense report)

Travel Designee

Bureau-Specific point of contact responsible
for preparing travel requests, entering them
into the Interdepartmental System, and/or
processing reimbursement and expense
forms.




*NEW* -
Release

This keyword, along with the designated travel code, is
used to advise the governor’s office that a locked travel
request 1s ready to submit expenses.

Send an email with Keyword and Travel Code to
Chandra.
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The Travel
Process

Administratien
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for Maore
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Retuin: Approvals
or Incorrect
Haquerts

Out of State Travel

Helptful Hints

* Please Refer to Handouts

REVISED FY 17 - DO NOT USE THIS FORMI
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MANUAL REQUESITS
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*Only for _—
multiple
travelers*

The Travel
Packet

* Please Refer to Handouts

What’s wrong
with my travel
request?

(i.e. Why Did I get this Back?)

[ outansiaieinye oo S
- -
Major Mistakes
» Bagonge Feos
a Airport Parking
« Business Services
a Final Itineraries vs. Quotes (Different Flights)
= Flights NOT Adhering Lo Standard Business
e Tips (20% cap)
& Finalizing Expense Reports
& Perzonal Time & Comparison Quotes
+ Flying from ATL (including Mileage)
« Supervisors not reviewing and auditing
requesls
& Previous Year's Forms Dlsed
s Submission Deadlines
+ Hotel Rates & Resort Fees
+ Business Participation
= State Health Oifficer Signature & Lotus Notes

Prepaid
Travel

* Please Refer to Handouts
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Reimbursements

* Please Refer to Handouts
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Use
Internet
Explorer
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(pense Report
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Questions




