Student Government
Travel Budget Request
Accessible example entry for Fiscal Year 2026-2027
Purpose. This guide provides text-based, screen-reader-friendly instructions for completing a Student Government Travel Budget Request in Docutraq.
1. Accessing Docutraq
· Open Docutraq in Google Chrome: Open the Docutraq website
· Sign in using your GatorLink login credentials.
· The president and treasurer of the student organization will see their organization name for access. Other users will need the organization password.
· When the organization is first set up, Docutraq matches the officers listed in GatorConnect. If officers are revised in GatorConnect, contact Student Government Finance for a Docutraq update.

Review Previous Approved Requests 
· From the organization dashboard, select “Your Budget.”
· Select “Review Budget Requests.” 
· Change “Fiscal Year” to a previous year. 
· Select the fiscal year you want to review. 

2. Start an Operational budget request
From the organization dashboard, select “Your Budget.”
Select “Create a Budget Request.”
Select “Continue” to open the Budget Request page.












3. Choose the Request Type
Selected fiscal year: 2026-2027
Under the question “What type of request are you doing?”, select “Travel Budget Request.”
	Request type
	Description

	Operational Budget Request
	Budget approved by the Budget and Appropriations Committee that allocates funds for student government funded organizations for general body meetings, food for general body meetings, marketing, and awards.

	Travel Budget Request
	Budget approved by the Budget and Appropriations Committee that allocates funds for student government funded organizations for expenses related to travel beyond the university campus. This does not include programming events held off campus or travel grants.

	Event Budget Request
	Date-specific budget approved by the Allocations Committee that allocates funds for student government funded organizations for events or programs, excluding operational general body meetings and special projects through student organizations.


Figure 1. Budget Request page choices
4. Complete the Travel and Services Page
Select “New Travel.”
Enter the title of the activity.
Describe the purpose of the travel and how it benefits the general student body.
Enter the travel start and end dates.
Enter the destination.
Enter the number of travelers.
Identify other sources of funding, including co-sponsorships, and enter the amounts.
Set the priority for the travel request.
Select “Save Travel Summary.”
Example Travel Summary
	Field
	Example entry

	Title of activity
	Accounting & Finance Show

	Purpose
	This travel will serve the students involved and benefit the student body.

	Travel dates
	August 8, 2025 to August 10, 2025

	Destination
	Denver, Colorado

	Number of travelers
	6

	Priority
	Low

	Travel total
	$3,000.00


5. Enter Budget Line Items
Important: Student Government funds cannot pay for travel mileage or food.
	Category
	Description
	Cost per item
	Quantity
	Total cost

	Transportation
	Airfare
	$250.00
	6
	$1,500.00

	Other
	Uber/Taxi
	$250.00
	1
	$250.00

	Accommodations
	Hotel
	$800.00
	1
	$800.00

	Registration
	Conference registration
	$75.00
	6
	$450.00


Total budget request: $3,000.00
6. Review and Submit the Request
Confirm that the travel summary and all line items are accurate.
Make sure the budget request and its line items comply with the current 800 codes before submitting the request to the Budget and Appropriations Committee for review.
Pay special attention to the 807 codes for travel expense regulations.
If a change is needed, select “Previous,” and then select “Load an Existing Travel.”
When the request is complete, select “Submit.”
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