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U Of I Employee Travel Pre-Approval ProcessU Of I Employee Travel Pre-Approval Process

Familiarize yourself with travel policies.Familiarize yourself with travel policies.

Approve travel pre-

authorization (or return, if 

incorrect).
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ENGR – Travel Pre-Approval 

ASAP when you decide to travel.

Complete

ENGR – Travel Pre-Approval 

ASAP when you decide to travel.

Enters information in 

Chrome River

Approve travel pre-

authorization (or return, if 

incorrect)

Prepare for travel and enjoy your trip! 

Reminder: save all applicable receipts.

Prepare for travel and enjoy your trip! 

Reminder: save all applicable receipts.

Works with faculty or 

advisor and submits 

Risk Waiver request.

Works with faculty or 

advisor and submits 

Risk Waiver request.
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https://www.uidaho.edu/dfa/finance/controller/accounts-payable/travel-services
https://www.uidaho.edu/dfa/finance/controller/accounts-payable/travel-services
https://support.uidaho.edu/TDClient/40/Portal/Requests/TicketRequests/NewForm?ID=uKz83Op3dxA_&RequestorType=Service
https://support.uidaho.edu/TDClient/40/Portal/Requests/TicketRequests/NewForm?ID=uKz83Op3dxA_&RequestorType=Service
https://www.uidaho.edu/-/media/UIdaho-Responsive/Files/finance/Controller/travel-services/chrome-river/assign-delegates.pdf
https://www.uidaho.edu/-/media/UIdaho-Responsive/Files/finance/Controller/travel-services/chrome-river/assign-delegates.pdf
https://www.sites.uidaho.edu/RiskWaivers/
https://www.sites.uidaho.edu/RiskWaivers/
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