Office of Undergraduate Academic Affairs

Authorization to Travel

Instructions: The Authorization to Travel form should be completed and submitted by the unit Director to obtain Dean’s authorization for all out-of-state travel on state (GOF/DOF), tuition and student-fee funded budgets.   A copy of the approved form will be returned to you for your records. 

Date of Request:  ___________________________ 

Name of Traveler:   _____________________________




Program/Unit:
______________________________
Budget to be Charged: ______________________



Travel Dates:  _____________________________

Destination:   _________________________________



Reason for Travel:

(Must include the purpose of the trip and how it relates to the employee’s work and a description of the expected benefit. If the purpose is to attend a conference, please include the name of the conference and professional organization hosting the conference.)

Estimated Cost of Trip:  

(including airfare, lodging, per diem, conference fee, local transportation costs)


Authorization:

· Not Approved

· Approved

· Approved, but with the following changes

        ______________________________________________

_____________________________________________                         ______________________

Unit Director






Date


 

_____________________________________________

______________________

Dean







Date

cc:   Unit Administrator

        Dean’s Office Administrator
