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Standard Operating Procedure (Flow chart for Travel-BSTIP PMO) 
 

Traveler/Op. Associate 
Duty of care 

Designated 
Supervisor/Officer 

Duty of care 

Operations Associate 
Duty of care 

Designated 
Supervisor/Officer  

Duty of care 

Finance & 
Administrative Assistant 

Duty of care 
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Supervisor/Officer 

Duty of care 
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Related Document: 

U# Staff Rules and Regulations 

Official Business Travel User Guide 

 

- Mission Request; 

- Authorization from 
 Supervisor; 

- Initiate a E-requisition 

in Atlas  

- Mission 
approval;  

- E-Requisition 
approval &    

budget check. 

- Create Purchase Orders 
   *DSA & TE payment 

- PO Dispatch, Receipt 

- Visa application for 

international travel 

(Passport; Invitation letter) 
 

*2 working days in 

processing 
- Approval 

voucher/Bu
dget Check 

in Atlas; 

 

- Purchase Order 

approval and 

budget check; 

 

DSA & TE advance 

- Voucher (EFT) issue 

*3 working days in 

processing. 

Travel agent 
Ticket reservation 

and issue 

Final payment 

- F10 submit 
(within 2 weeks 

after travel) 

- Final payment 
  (5 working days in 

processing) 


