 [image: image1.png]% ‘ UNIVERSITY oF
f SOUTH FLORIDA



                       


 Delegate Assignment Request
 Access to submit travel transactions is granted primarily via assignment as a Travel Coordinator covering all travelers in a USF department or group of departments.  Travel Coordinator access is requested by completing Part D of the FAST Access Request Form and submittal to FAST Security, SVC 1039, or BUSFIN FAST Security.  
Delegate assignment is an alternative to submit travel transactions for specific travelers available only on an approved exception basis in cases where a submitter is dedicated to a very small, stable group of travelers, and only with business justification.  Delegate assignment requires a FAST user ID and submittal of this form to travelhelp@usf.edu.  
Provide the following to be considered for delegate access for individual travelers in lieu of Travel Coordinator access for a department or group of departments:

	Business Justification

	

	


	


	 Delegate Information

	Delegate Name:
	          

	Department Name and Number:
	          


	Delegate FAST User ID:
	     

 FORMTEXT 
     
	Delegate Email:
	     

 FORMTEXT 
     

	Delegate Empl Number:
	     

 FORMTEXT 
     
	Date Requested:
	     

 FORMTEXT 
     

	

	Traveler Information


	X here Deleting Existing Assignment
	Traveler(s) for whom Delegate will enter Travel Submissions:
	Traveler(s) Employee ID Number:

	
	1. 
	

	
	2. 
	

	
	3. 
	

	
	4. 
	

	
	5. 
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