
  Booking Travel through UC Travel Center (UCTC)
  Process Map
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Travel booked with 
UCTC via 

CONNEXXUS.

Provides BRC  with 
preliminary itinerary, 

business reason, dates, 
FAU, authorization.  

Can be done via printed 
e-mail itinerary with 

authorized signature.

E-mails copy of 
preliminary travel 

itinerary.

Issues final itinerary and e-
ticket.

Traveler receives e-
ticket and final 

itinerary.  Retains 
copies to submit with 
reimbursement claim.

BRC logs and assigns 
request, acknowledges 
receipt, and performs 

compliance check.

Receives PAN.

Creates PO in 
BruinBuy; e-mails PO # 

via BruinBuy to UC 
Travel and traveler.

Preparer retains 
documentation for 

ledger 
reconciliation.

Receives 
acknowledgment 
e-mail from BRC.

Is documentation 
complete?

Trip approved 
following UCOP 

approval procedure.

Works with traveler/
department to complete 

documentation.

No

Yes

Compliance checklist

1. Pre-approvals
2.  Traveler’s name and 
dates of travel; trip itinerary 
detail.
3.  Business justification
4.  FAU and Dept. code
5.  Authorizing signatures
6.  Policy compliance

To travel 
reimbursement 

process.

To accounts 
reconciliation 

process.

Receives PO# 
Notification.

Pass compliance 
check?

YesNo

 


