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	JOB DESCRIPTION
	
	
	CODE
	
	TOTAL TIME

	Travelling Operations process
	
	
	
	
	3 days 10 mins.

	
	
	
	
	
	

	People in charge
	WORK FLOW
	
	


BEGINNING
Project principle investigator
Civil servant, implementation authority and spending authority
Project principle investigator

Civil servant
Civil servant, implementation authority and spending authority
Civil servant


The request of the Project Coordinators or Assistant Researchers for travel or field work within the scope of the project and the approval of the Rectorate from the BAP Automation and bringing 1 copy to the Unit as a printout.
Checking the allowance status and getting an Expenditure order.
At the end of travel, expense documents and travel statement are submitted by the principle investigator
checking whether the documents are prepared in accordance with the legislation or not.

Preparing the Accounting Transaction Slip from the MYS system and submitting it to the implementation authority and the Spending Authority for approval.
Submission of travelling documents to the Strategy Development Department.

1 day
spending order
1 day

1 day

Accounting

Transaction Receipt
10

mins.

END
