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Suggestion for a smooth “Travel proposal” standard

process:
PRE-PROPOSAL
Discussion about
TRAVEL potential trip with the
PROPOSAL IS Project leader.
COMPLETED! Staff member contacts
Tranés Resebyra for a

quote.

SUBMISSION TO HR

Approved Travel
proposal (+ Security
protocol if any) and travel
itinerary is sent to HR

TRAVEL
ARRANGEMENTS

Staff member books
Tranas' option provided
that the cost is
unchanged. APPROVAL

Low-Med risk: signature
of Project leader/Line
Manager

High risk: signature of
Project leader/Line
Manager + DoS/Deputy
Director

IR

bmits both documents

PROPOSAL

Staff member fills in the
Travel proposal (pdf)
form directly on STPRI
intranet.

SUBMISSION
LOW/MED RISK

Staff member prints
out and signs the
form. Staff submits
with Tranas' quote to
Project Leader/Line
Manager

h Tranas' quote to Project
Leader/Line Manager.
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