
PRE- TRAVEL AUTHORIZATION PROCESS for DOMESTIC TRAVELS (as of 04.11.2025)

(formerly- Prior Approval)

FACULTY STAFF

Start an Application

Request for Professional 
Absence form (10

Travel Policy 
 business days prior to travel)

Travel Duration

Out-of-State: Day Trip or Overnight or Multi-night trips & In-State: Overnight or Multi-night trips

Begin Travel Request 

Login to Concur

No further steps 
required

In-State Day trip 
(Few hours during the day)

No request on 
Concur needed

Flights and hotels 
booked through Concur

Registering travel
 without a formal travel booking

(e.g. stay at relatives)

Email details to: 
travelexpenservices@umassp.edu

Flights and hotels
booked through other third-party platforms

(e.g. Orbitz, Tripadvisor, Priceline, etc)

Email traveler’s confirmations 
(html or editable PDF) to:
UMass.TravelRegistration@healix.com

Travel Expenses (Reimbursement After Travel)
(within two weeks following return)

Request ID

CONCUR

Day trip
(= No request ID)

Overnight or Multi-night trips
(= Request ID)

YESNO

Create a new expense Create a new expense, then link it to the request ID.

Travel expense
What to include?

Travel allowance Hotels OthersTransportation

Tolls
Rental car 

or 3rd party 
(Uber, Lyft, 

Enterprise, etc.)

ParkingT 92-031
Mileage

This supplemental flowchart does not replace UPST trainings and is 
intended for CONCUR self-service users (not delegates)
Subject to change. We highly encourage users to refer to the most 
updated travel policy.
Call Concur Hotline at (774) 570-5507 for live phone support, M-F, 
9a.m. – 4p.m.

•

•

•

e This supplemental flowchart does not replace UPST trainings and is intended 
for CONCUR self-service users (not delegates)
e Subject to change. We highly encourage users to refer to the most updated 
travel policy.
o Call Concur Hotline at (774) 570-5507 for live phone support, 
M-F, 9a.m.�-4p.m.
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