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PROCEDURE: 
 

I. Travel Pre-Approval: 
 

A. Faculty/Staff Travel Pre-Approval must be submitted to the Business Office at least: 
 

1. 2 weeks prior to travel if requesting an advance.  
 

2. 48 hours prior to travel without an advance 
 

3. No expenses for travel should be incurred until after a travel pre-approval has been signed by a 
supervisor. Travelers are not allowed to sign for their own travel pre-approval.  

 
II. Travel Pre-Approval requirements 

 
A. Follow the Quick Help Guides for a Travel Pre-Approval 

 


