
Dear Travel Preparers, 
 
After about five weeks of trial-and-error with the new travel process, a few adjustments will help 
expedite things. Allow me to explain… 
 
Why we updated the process in the first place – 

 LRFR (low risk forms routing) was born, and adapting travel to fit that process seemed highly 
appropriate; 

 To save preparers time and frustration by having to stay on top of a complex travel policy, I was 
asked to be the primary preparer, responsible for knowledge of, and compliance with, college 
and state regulations; 

 In addition, Signature Authorities wanted more accurate budget expenditure calculations on the 
front end of the process, rather than after the request has been through the approval process. 

 The intent was – and is – to streamline, not bog down. The initial process works in theory, but 
managing the high volume of requests and related paperwork is daunting for one person, 
especially with recent staffing reductions. Hence, the adjustments … 

 
The latest changes – 

 President’s Direct Reports, Athletics, and Satellite Campuses will e-mail their TAs to the Travel 
Officer, then complete their own final reports; 

 All other departments will initiate LRFR TAs, then submit receipts to the Travel Officer who 
completes the final reports; 

 Any significant corrections to calculations will be reviewed with Signature Authorities following 
LRFR completion; 

 A newly created Excel workbook puts updated forms and resources all in one easy-to-access spot 
(see attachments). 

 
Continued advantages – 

 Electronic approval via LRFR or E-MAIL (with the TA and supporting documentation attached); 

 Travel Officer completes post-trip reports for LRFR TAs;  

 Updated - and more accessible - forms and resources; 

 Expenditure tracking on FMS Query sufficiently meets budgeting and accounting expectations. 
 
I am confident that this will be a smooth transition for you, but I am willing to provide a group overview 
if there is interest. Please review the attached all-inclusive workbook (which will also be posted at 
P:\Public\FORMS\BUSINESS SERVICES\Travel) and if you still have questions, give me a call or come visit. 


 
We WILL get through this together! Thanks in advance for your good sense of humor and extreme 
patience as we work out the bugs!  
 
This change takes effect immediately and does not affect travel already in process. Thank you. 
 

Carolyn Friesen | Administrative Assistant 

Walla Walla Community College | Business Services – Travel Officer 
500 Tausick Way | Walla Walla, WA 99362-9267 
p: 509.527.4201 | f: 509.527.4661 | http://www.wwcc.edu 

file://wwcc-all/staff/common/public/Public/FORMS/BUSINESS%20SERVICES/Travel
https://owa.wwcc.edu/exchweb/bin/redir.asp?URL=http://www.wwcc.edu

