Sample Flying Pre-Approval Request

Welcome

The Governor's Office Out-of-State Travel Request website is designed to give automated approval for employees, contract workers,
commission/board members and guests travelling in service to the state of Alabama.

Travelers are expected to follow all guidelines and policies provided. Upon successfully completing a travel request, a Confirmation
Code and email will be issued for travel and sent to the email address entered.

(Important Notes

BEFORE submitting travel online please have the following information confirmed:
1. Review and follow state laws and travel guidelines.
2. Receive your agency's internal approval.
3. Acquire your business agenda, schedule and/or itinerary.
4. Receive Information regarding your flight schedule and airfare.
5. Obtain Information regarding your hotel rate & reservation.

This AUTOMATED SYSTEM can process about 90% of the most common travel requests!

The following 10% of unique travel components listed below CANNOT use the online application but can be submitted using
the MANUAL FORM.

. Out-of-the-Country, Hawaii & Alaska.

. Travel is & days/7 nights or longer

. Transportation: Rental Car

. Destination:
1. Rural City/Area
2. Two Different Cities, Airports, Airlines, Hotels
3. Fly One Way & Drive One Way
4, Fly into One State & Drive to Another State
5. In-State Travel & Out-of-State Travel

5. Any UNUSUAL Circumstance Mot Listed

. Ticket Price Exceeds $900

. Arrive EARLIER than standard

. Leave LATER than standard

. Drive to Destination Exceeds 8 hours
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DISABLE POP-UP ELOCKERS: At the end of the form process, a PDF will be loaded in separate browser window which may be blocked by certain pop-up
blockers. If you are having difficulty printing the PDFs at the end of the form process, please disable any pop-up blocker software. Once finished, remember to
re-activate your pop-up blockers.

Request New Travel Manage Existing Travel |




' Step 1: Your Information

A Impartant eMAF information

* You must enter your full name znd home: address capctlyas it appears on hitps2eMAP alabama.gov. it must match yous vendor file for payment.
* Your official home address can be found on your W2, which can be accessed on eMAP in PDF form.
* Pl=ase snsures your smail address ks comect. You will be emailed 2 summary at the =nd of this procesz.

Employes |0 Number: (For use &t a |eter date TBD)

L 1

First Middle Mame: Last Mame: Classification: Traveler's Email Address: Additional Email Addrass:
| | | | [select: | | [

HOME Address (Do NOT enter P.O. Box or Work address here):
Home Bese County:.  Home Base Address: Home Base City: Home Base Zip Code:
[Select: | | | [Select County First | | |

P_0. Box Address (If applicable):
PO, B I you are using a P.0. Box for your official efMap address, complete the fislds belovw.

Enter Number Onhy- P.0. Bow: City: P.0. Box Zip Code:

PO.Box| | [Select ] | |

Wik Beeve Asicreog rmuny be oodiffiend. [ addness iz diffenemt from cemtral main offics, you may change it to your dirsct work base.
Hgt=This form is not inb=nded to be used for those who are travel ling inbo Alabama from an cutside origin. The MANLUAL (peper] form is wtilmed i this is the case.

Agency: Division:
[Selact: | [Select Divisian, if applicable:[+]

WORK Address (Do NOT enter P.0O. Box or Home address here):
Work Base County:  Work Base Address: Work Base City: Work Base Zip Code:
[Select: | | | [Select County First | | |

 Travel Destination

Pl=ase sejact the Megor City (including suburbs) from the dropdown below. This will be used for airport (i flying) and meals calculiations.
Use MANILAL Fomn if your destination city is 2 RURAL AREA_ DO NOT choose nearest big city. If multiple people are going o a RURAL destination, you may contact the
Governor's (ffice to. add city.

Method of travel: State: Major City:

[pc w] [Washington |

ging Location Street Address is used for mileage caloulations, City & State for Expense Report. Please snsure the address you enier is plmohetcly conect
= T i

Ti bl it ¥ click: here o go o Boople bsps before continuing with this Trevel Forme
Street Address (of Lodging/Event Location): City: State: Zip
[ | | | [Select »| | |
Purposs: Event Mame:
|3e|en:.'t: V| |

1. Revimw infonmation carefully as answers determine criteris for nedt pags.
2. D to this, onee you go forward the application camnot go backwands.

2. Press button below to continue.




Step 2: Fly

Getting to the Airport:

Mooz and Tima res s ane cabod labed wsing walid adresses only. If the addvesses da not produce valsss for Milaage and/for Tima, Shen e« and rechack addrasses wing Googla
Maps

Spistial Mot Rolirencing Miliage Reimburssmant (n Prvataly Owned Vehizies: Whan asditing tha Dapt. of Public Examins refarsnces Coda of AL 36-7-22 & Attomay
Ganaral O pinkn 1985326 seganding definition of b whan braaling out-of state

Thia travedar and their agency ar rasponsible for complianca 2 reithar the Govanmors Offics ror Comptroliers Office can daterming if appropriate choice is solaced.

Dirving From Baze: Time Zone
Select W | 5T

Salact fram an Alrport balow. Only thoss Brports wihich ane authorized for use from your Home or Base County are shosn. B avalid ainport d ces not showr, you eay have entened
an incomadt sounty.

To Departure Airport zerving County =

Authorized .l".iréuns bl

Milzage (1 wayk  Time (1 way): Hrs:Min

| Business Participation

Entar the dates and times Below that encospass wour officdal businass panicipation timas at your el desing ton
Please do meai inchude regisira et A 2 Focur Bl frans wincors hies Bean Includad for dhedk infout and regisbration.

e reception) attending
Day: Time: EST Dy Diate: Tirne: EST

| Your Departure Flight |

 [select v

Pelajirr ainpeaires ‘will appaar in the dropdown for your destination. I your ainport does nat Jppear, you sy use the MANUAL foam andfar call tha travel office and request it to ba
addod, | IEETIERL nabe alee Ut Sirpests: This anline ap plcatian SEames you ane using tha cam Jinparts for both kge of your g, depanting and ratuming. I you an utilizing
tven diffarsnt sirparts plaasa axit and use tha MANUAL fonm.

IF bussingss pamicipation begins after SFA, standard i o travel on the same day.
IF bussirmss. pamicipation bagins batore 5FR, standard & o trawel the same day or the day Bedore amiving within 24 hours
(IF travel is cutside these pammeters or exceeds 24 hours phease we the MAMUAL (pagar] fom.]

Depart Home Aimport Arrrve at Destination Airport

Dy Data: Time (Local Time on Ticket) Dey: Clate Time: (Local Teme on Tickst)

I | | | [tin][Setect v] I | | |

I\'ol.r Return Flight I

If bussingcs pamticipation ands batore 2PM, stancard & to resum the sama day.
IF bussirsass: pamicipation ends atter 2PM, standard & o retum the sama diy of tha following day departing by ZPM.
{IF travel is eutside these parameiers or exceeds 24 hours please use ihe MANMUAL [paper] fosm )

Return to Home Airport:
Day- Data: Time (Local Tirme on Ticket) Day: Dates Time: (Local Teme on Ticket)

:[Min] [select v] I | | |

{Calculate inputs before going to the next step

1. Ry infiormation carsdully 5 aNSears doberming citena for nat page.
2. D by this, onca youw oo foreard the appdication cannot go backvwads.
3. Prass buttan balow to continue.

Cantinue to Mext Step >




 Step 3: Fly

Just a few more questions about the Driving portion of your trip:

Are you Driving to the Airport?

List Passengers, if applicable: | |
(5tate employees and business related persons only. Family and personal friends are not required above)

Vehicle Details:

Vehidie belongs to:

Estimated Gas Costs Cost Souwrca;

$Eo5 |eompg@f3zs [ |

Air Travel Details:

IF thess Travesd Segqancy oor Travel Wabsiba whess your purchased your tickats do not appear in the Purchased Fram dropdosn box below, sakect “Other™ and then typs it in tha
Purchase from Other Source tat bos

Carnier Used: Purchased From: Purchased from Other Source: Trawel Agency Senice Fees
[Airtrzn w| [select | | |  $ooo |
Ticket [w/taimesfees) Estimate Costs: Cost Sourcs:

o] [one V]

Yiou may chooss to parsonally pay for your bags If you wish. Othansisa, choices am depandont on tha amount af your traval days.

Are you bringing bags? (5 Travel Days) Estimate Costs: Cost Source

P [hone v

Alrport Parking: Estimate Costs: Cost Sowrca:
f ] f
Transit:

Taal, Shitthe, Trodleys, Metra and all sarety of in-Soen branst may be conibingd up to £150.

Estimate Costs: Ciost Source:

o | flore ]

1. Riniawy information carefully a5 anseens deberming critenia for nest pags.

2. Dusa by this, onca you go forsard tha application cannot go badesasds.
3. Press lbuttan balow to continig.




 Step 4
Lodging:

Hiotal soloction alloes morsy 1o bs added to cost sources. All ather salactisns raquine o maney to be added. Those cost sources may ba incksded in tha
comnfarance/ragistratian fea section. Share Ream with Emgloyee b 1o be sakctad by the eeployas NOT being raimbursed. Tha othar employes chooses Hetel and places
ROy JEosunts i for Cost sourca purposss.

Lodging Typs: Hotek
[Hotel |

Is this alsa the Conference/Sponsored Hotel?
Select W

#Might= Rate + Riesort Fee (per night: Haital Parking {per night Estimate Costs Cost Source

o { | Hauto | [selec ~

Conference & Registration Fees:

At Sl Yoo will net b allead to subimit this step untl you anter sther o dallar smaunt o tha num ber 8 {2an)

Amount: Cost Source:

| Sekct v

Meals:

Sun, 5/1 Mion, 572 Tue, 53 ‘Wed, 574 Thu, 5% Fri, 56 Sat, 5T Estimate Costs:
$64.00 $64.00 $564.00 $64.00 $64.00 s0 s0 £320.00

Cost Souroe:

Salect hd

; 1. R infl caradully as critaria for nest page.
| 2. Dusa by this, once you go foneard tha application cannot go backwards.
| 3. Pruss buttan bakw to contingg.




' Step 5

‘Grand Totals:
Estimate Costs: State: Fedaral Cther 3rd Party: Perzsonal Pay:
fzerzes | shzzzes | shason | 300 |
Agency/Board:

StateFunds  [861 | Agenoyinfor |
Federal Funds: Agancy Inf:

Other b Agencyinc:
Persanal Pay: [0
Disclaimer:

The information listed reflects time and activities spent in the perforrmance of services to the State of Alabama for the benefit of its dtizens.
Any misrepresentation of information may result in the traveler being personally responsible for expenditures and time.

Typemmmarﬂprasﬂummmirﬁmeagmmmafmmmmtl |

Approving Supervisor:
I received approval to travel from this supsenisor Diate approved:

Submit

Step 6

Upload Your Travel Documents.

You can also print or upkoad your travel documents by going to the Out of State Trevel website at httpsy//'oos.alabama.gov and select Manage Travel .




.
Please Enter Your Confirmation Code First

| Erter your Pre-Approval Confirmation Code balow. Your code was emalad to you when you complited the 005 Travel Pre-Approval online form process.
| The code & aka located on your printed copy of the pre-appraval foem.

1

« Check My Travel Status
@ Upload or View Your Travel Packet

B View or Print Your Pre-Approval Form

View or Print Your Detail Information

B8 Submit Your Travel Expense Form
B View or Print Your Travel Expense Form




Upload Your Travel Packet

o

Your Travel Packet for this trip has been uploaded successfully and is awaiting approval from your agency director.

Resubmit Your Travel Packet || View Your Travel Packet




