
2
DOT Physicals?

4
Physicals? No

16
Check against 

Physicals 
spreadsheet

17
Enter invoice 
number on 

spreadsheet

Yes

5
Record in Tracking 

Log

Yes

6
MCPS

 Employee

8
MCPS but not 

DOT

12
Request 

reimbursement 
from DOT 
employee

9
Original sent to 
MCPS Dept/Div

7
DOT

 employee

No

Yes

10
Transfer 

completed – notify 
S&T for log entry

13
Reimbursement 
received – notify 
S&T for log entry

No

19
Scan invoice and 

attached physicals

End

11
Authorized to get 

physical
Yes

No

14
Hold physical to 

match with invoice

Yes

18
Match physicals 

with invoice

3
Send drug and 

alcohol information 
to Miles Alban

No EndStart
1

 Mail arrives from 
main office

End

20
Send invoice to 

Nancy

21
Send original 

physicals to HR 
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15
Invoices? Yes

No

No


