Traveler Quick-Start Sheet
Before you book
Get manager approval first.
Use approved booking channels if available.
Check your expense caps and whether receipts will be required.
For international trips, submit itinerary and emergency-contact details.
During travel
Keep receipts for required categories.
Use approved payment methods where possible.
Report safety incidents immediately.
After travel
Submit expenses within 15 days.
Flag any policy exception clearly.
Tell finance about any disputed or duplicate charges.




