
 

DO NOT 
complete a 

Concur 
Travel 

Request 

NO 

Will you be 
personally 

reimbursed? 

Are you traveling on 
University Business? 

YES 

Will you be driving a 
rental car? 

Will someone else 
be paying expenses 

on your behalf? 

NO 

NO 

Complete a 
Concur 
Travel 

Request 

YES 

YES 

YES 

Will you be driving 
your personal car? 
(but NOT receiving 

reimbursement) 

NO 

NO Complete 
FORM 261 

and 
Defensive 

Driving 

YES 


