
 

District Travel Request – Signer Workflow 

Is the Travel 
Grant-Funded? 

1st = Send to Grant 
Accountant for 

Budget Approval 

YES NO 

1st = Send to VPAS Admin 
Assistant for Non-Grant 

Budget Approval 

2nd = Department Head / Supervisor Approval 

3rd = Supervising Administrator Approval 

4th = Cabinet Level Administrator Approval 

5th = Superintendent/President Approval 
(Required for out-of-state travel) 

6th = Submit approved form and supporting documentation to 
accountspayable@hancockcollege.edu 


