| THE VISITOR PROCESS |
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CONTACT VISITOR ( computer access, visa needs, lodging,

travel, ins)

CONTACT APPROPRIATE OFFICES OR BUSINESSES (visa
HR) (Housing - HR; Hotels) (Computers = IT or Div/Prog Systems)

(air = Boulder Travel)

Travel (payroll &
other expenses)

visitor

V2 form to HR &
Travel

Med ins info to HR

?

-ogpl, - V3 form to HR }

* TLPD, travel, car, travel per diem, lodging, shipping, medical insurance, shuttle, etc.
** Administrative costs allowed (visa, Fed Ex, phone calls to visitor, etc.)

Timelines on these activities vary by div/prog.
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Visitor Process Matrix

ID # from HR

Access card form to Front Desk

Assign office, div/prog orientation, safety forms to SASS
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