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	Pre-Approval for Travel to New Headquarters for Over 30 Workdays


USF business travel from a USF employee traveler’s USF headquarters to a single location for a period of over thirty (30) continuous workdays requires the preapproval and signature of the President of the University.  Before submitting a Travel Request, the traveler should obtain approval for the trip duration from the President’s office.   After completing this form, including signatures of Traveler, Supervisor and Dean/Director, please submit to SRD@usf.edu for President/Delegate signature. 
A copy of the fully approved form should be included with the Receipt Package submitted to the Travel Department after the travel occurs. 
Traveler:                        
Department:                                                         
Dates of Travel:                                                                        
Destination:                                      
Business Purpose and Benefit:                             
Reason for extended duration of trip:                                  
Department Contact and Email:                                            
(form will be returned to this person)
Traveler 

 Date 
Supervisor 

 Date 

Dean/Director  Date 

President/Delegate  Date 
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