I Improvement Title: Travel Revamp

Participant Names

Date Started Date Completed
50ct 2023 12 Mar 2024 :
Department & Office .

IP and Executive Office

Problem statement: DMAIC

1. Current travel process is cumbersome with many stakeholders
and many documents which takes valuable staff time. The process is
notclear, centralized and travelers are sometimes unsure which
decisions they can take.

2. Thereis no clear flow of information between relevant
stakeholders. With Kelci’s departure, no clear owneris left to drive or
own the process to communicate to the organization so work is
duplicated or forgotten, and costly mistakes can be made.

3. Flights must be booked with Key Travel using credit cards. Not all
staff have a company credit card. As a result, travelers borrow credit
cards from the few staff who have them. This results in the credit
card owner having to make the booking and process reconciliationin
Certify. When there are last minute bookings, this creates added
pressure to find an employee with a credit card. Often there is extra
time spent chasing the traveler forinfo needed to reconcile. This

wastes the employee’s time doing admin for travel thatthey are n ot*

Direct and root causes: DMAIC 9

+ There isnota centralized payment process > The p3 1
2 years we didn't have a Finance structure and staffing
to support on time payments of Key Travel invoice so
had touse individual credit cards

+ Info and procedures are documented in multiple
places or notdocumented at all > Different travel types °
have different needs, though some core activities exist .

+ 'Unclear parameters for decision making for cost .
principles and donor compliance (eg. FAA) > Cost .
principles for private funds not defined. Cost principles
for grant funds not documented for easy staff
reference

Chan

Vision of Excellence: DMAIC

« Singlesource oftruth for travel process

Clear checklist of activities for traveler to complete

Traveler details are captured efficiently, without d uplication

The right staff have access to theright information

Decision makingand action is empowered at the lowest level possible
All necessary steps to travel are completed without mistakes or
unnecessary ad ded costs

Payment is seamlessfor the traveler

Fewest peopleinvolved

ges proposed/made: DMAIC

©)

Clear process owner

Travel Request Form instead of PR

Travel Planner Checklist

Travel docs folder

Central credit card for flights

Travel calendar and hand carry requests

HR collecting personal info (int’l)

Personal Responsibility Form (int’l)

Security Briefing & Country Overview meeting format
(int’l)

related to. ‘
Key Performance Indicator Before Target After Improvement %
Time spent by non-travel related staff I hr Ohr (anticipate 0 (anticipate 100%)

booking/reconciling flights once new

CCiis on file)

Improvement: DMAIC : see full PPT here from Launch mee#in 6 Who | When | Notes |
+ Process ownerestablished- Exec Office - -
. Single source of truth for process- FOM Section 9 * Determine paynjlen.t method 13Nov23 [+ Inallof t.hIS. ensure
» Documented agreement on budget via TRF, both domestic & int’l trips; internal controls with Budget § * Develop Cost Principles & FAA 15Nov 23 good socialization

Holder approving flight via Key Travel guidance with stakeholders to
« Travel P!appgr checklist single source of truth for action items, details on how to completeand clear J. Develop new process flow 15 Nov 23 co-create

responsibilities . .
. Centralized filing of travel documents » Develop personal info collection 1Dec23
« Central payment via CC on file, reconciled by Exec Office flow
+ Improved instructions on self-service Key Travel booking website * Develop checklistand othertools 12Dec 23
+ Centralized booking of Tigard hotel and car rental by Exec Office o « Update FOM Section 9 20 Dec 23
+ Personnel data appropriately stored with HR with correctaccess, no need to resubmit if no changes . Refine and test tools in soft Jan-Feb
« Appropriate visibility on trips by Security and others with Travel Calendar and TRF elinea esttoolsinso an-re
+ Improved checks and balances for required security trainings/briefings to be completed launch
» Country Overview and Security Briefing standard template, hand off between PO and Security Mgr * Develop Security/CO overview 1Mar 24
» Fly America Actcomprehensive guidance in FOM, clearly marked on Key Travel portal

A SOP and template
» Travel Carry Requeststracker in visible place . Confi ith Kev T l 1 Mar 24
+ Personal Responsibility Form gives clear sign off the Traveler accepts risks of travel onfirm process with hey lrave ar
l * Lead HQ Launch Meeting 12 Mar 24
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