
Student Government
Travel Budget Request

(example entry)



• Access Docutraq at https://www.docutraq.sg.ufl.edu via Google 
Chrome using your Gatorlink login credentials.

• The President and Treasurer of the student organization will see their Org 
name show up for access.  Anyone else will need to be given your Org 
password for access.

• At the time of setup,Docutraq will match the officers seen in GatorConnect.  If you revise 
your officers in GatorConnect, you must contact SG Finance for a Docutraq update. 

• Once at your Org dashboard, select “Your Budget/Create a Budget 
Request/Continue” to get to the Budget Request page.

• If you want to see previous approved budget requests, select “Your Budget/Review 
Budget Requests” and change the “Filter by Type” to “Legacy Budget Request”.  Pick the 
fiscal year you want to see.

https://www.docutraq.sg.ufl.edu/


Budget Request Page choices
Selected Fiscal Year: 2025-2026

(click on “Select” under Travel Budget Request)



Travel and Services page



Budget Line Items

* Note: SG funds cannot pay for travel mileage or food.



• Make sure your budget request and items are in compliance 
with the current 800 codes before submitting to the Budget & 
Approprations Committee for review. 
• Special attention on Codes 807s (Travel Expense Regulations)

If you need to make a change, click on “Previous” and then the “Load an Existing Travel” button
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