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Travel Pre-Authorization Request

(For faculty and staff reporting to the Dean.)
This form is for all leave that will not be in any part paid for with University funds. If University funds will be used or requested for reimbursement for any part of the trip please enter your request into Concur, in which case this form is not necessary.
1)
 FORMCHECKBOX 
 Personal (Send request to the Dean prior to any leave longer than one-day duration.)
2)
 FORMCHECKBOX 
 Business (Send request to the Dean prior to any out-of-state travel on university business.)
	3)  Traveler:
	     
	Unit:
	     

	4)  Destination:
	     

	5)  Expected departure date & time :
	     

	6)  Expected return date & time:
	     

	7)  Purpose of trip:
	     

	     

	     


8) Who will handle your responsibilities in your absence?

	     

	     


9)  How can you be reached during this time, including University non-working hours?

	     


	      Signature: 
	
	Date:
	


	       Approval:
	
	Date:
	





Associate Dean
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