



- SAMPLE -
PRIOR APPROVAL REQUEST FOR OUT OF STATE TRAVEL FOR A SPECIFIC INDIVIDUAL ON A TRIP BY TRIP BASIS. 
(Date)
(Traveler/Title)
(Department)
(Dates of Travel)
(Destination)
(Purpose of Trip)
(How Travel Relates to Work Assignment)
(Description of Expected Benefits)
AUTHORIZED PERSON:
_______________________________________________________________________
Name/ Title










  Date
