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1.  School/Department 
administrative assistant or 
traveler initiates a travel 

request 
(Skyward Travel Request) 

  

JORDAN SCHOOL DISTRICT 
Employee Travel Preparation Flow Chart 

 

2.  Travel buyer receives the 
travel request, then 

estimates appropriate travel 
costs. 

3.  Once estimates are 
entered the budget director 
authorizes employee travel. 

(Skyward) 

4. Cabinet-level 
administrator approval. 

(Skyward) 
 

6.  Only after approvals 
have been made will the 

Travel Buyer purchase 
approved travel expenses. 

7. Skyward automatically 
sends an email 

confirmation to the 
“Requestor”. 

10. Post-Conference Payment to 
Employee 

Submit to Accounting a signed 
NPO with a printed Employee 
Travel Request which includes 

post-conference expenses.   
Original receipts must be 

attached. 

5. Superintendent or 
Business Administrator 

approval 
(Skyward) 

 

8. Traveler goes on trip 
and must keep any 

receipts for 
reimbursement. 

 

9. Post-travel expenses need to 
be submitted within 30 days of 
return.  Per Diem should have 

been listed in the travel request, 
so receipts are not necessary. 

(NPO reimbursement) 
 

Found under “Task Processes” in Skyward 


