ESMA MISSIONS' PROCESS

Traveller

Division/Unit Assistant

Mission office

Authorising Officer

Planning of mission
Submitting mission
request

Mission
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' Quality Check

Sending travel request
to travel agency

Estimation of mission
cost incl. tickets, hotel
& daily allowance

Sending mission
request to Authorising
officer for signature

’

Approval

Confirmation of
bookings to travel
agency and sending
tickets to traveller
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