
Go to the Financial Services webpage, click FORMS, scroll to bottom of the page to TRAVEL 
and click the Request for Authority to Travel link 

 

 

Click on Submit New Travel Request at the top of the page 

 

 

 



Enter all required information to complete applicant contact information and travel details. 
Click NEXT

 

 



Answer YES or NO if there is any cost associated with the travel

 

Once YES or NO has been answered, enter all estimated cost for your travel. Click Next 

 



Click ADD DATA to enter the budget(s) that will be responsible for the reimbursement of 
expenses. 

 

 

Enter the FUND, DEPARTMENT ID, GRANT Project ID (if applicable), and total estimated 
cost. Use the drop-down arrow for REIMBURSABLE COST TYPE and click on the statement 



that applies. Click NEXT

 

 



To enter the email address of all Travel Authorizations approvers, click ADD APPROVER.

 

 

Begin entering the email address of all approvers. Please note: if travel is Grant funded, all 
travel requests must have approval from OSPRA.   

Click ADD APPROVER as needed until all budget managers have been entered.  



Click NEXT

 

 



Finally, answer all the disclaimer questions before submission.  Once completed, click 
SUBMIT.  All questions must be answered with YES or the form will not let you proceed

 

 

Once submitted, the form will now to be routed all designated approvers. 


