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Travel Pre‐approval and Registration Process

Is the travel 
overnight? And/or  Is 

the travel 
international or out‐

of‐state?

No registration pre‐
authorization needed.  

Complete travel and then 
submit expenses.

No

Yes

If international travel, submit Pre‐
Travel and Export Risk Form:

https://umassp.tfaforms.net/213
If domestic, proceed to the next step

If booking any part of your trip outside of 
Concur, then you will need to register by 

email using the Travel by Email 
Guidelines.  If booking trip through 

Concur, trip is automatically registered.

Link: Travel by Email 
Guidelines

https://www.umassp.edu/sites/default/files/publications/Travel Registration via Email Guide final January 2024 2 %281%29.pdf

