
PROCESSES FOR ABSENCE ON OFFICIAL UNIVERSITY BUSINESS AND 
DOMESTIC/INTERNATIONAL TRAVEL 

 
Absence and Domestic Travel (processes can be undertaken simultaneously) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Absence and Consultant Assisted-Domestic Travel / International Travel 
(processes can be undertaken simultaneously) 
 
 

Traveller forwards email to 
Supervisor requesting 
approval for absence 

Griffith Portal 
Login 

Speedtype and Class 

E-Res Self Booking 
Tool (SBT) 

Booking Created 

Approved 

Supervisor retains approval 
email until the staff member 
returns from their absence (in 
case an insurance issue arises) 

Not Approved (any travel 
costs are borne by element) 

Traveller contacts agent to 
organise itinerary 

Travel Request lodged via 
Griffith Portal  

Traveller to forward Travel 
Request summary and itinerary to 
FBS Travel Co-ordinator 

FBS Travel Co-ordinator provides email 
with order number to travel agent and a 
copy to the traveller. 

Traveller forwards email to 
Supervisor requesting 
approval for absence 

Approved 

Supervisor retains approval email 
until the staff member returns 
from their absence (in case an 
insurance issue arises) 

Not Approved  (any travel 
costs are borne by element) 

Absence on Official University 
Business Process Flow  

Domestic Travel Booking Process 
Flow utilising ‘e-res’ (online booking 
engine) 

Absence on Official University Business 
Process Flow  

Consultant Assisted Domestic 
Travel (not utilising ‘e-res’) and 
International Travel Process Flow  


