Academic Affairs Faculty Travel Request Checklist

O Domestic Travel Requests should be submitted at least six weeks prior to the trip.

O International Travel Requests should be submitted at least six months prior to the trip. An
International/Overseas Export Control form is required.

O Gather documentation and estimates to create your Travel Request. Such as;

Conference itinerary or event agenda

Registration amounts

Estimates for airfare

Estimates and justification for hotel

Estimated meals/per diem (Subsistence worksheet) (Domestic Per Diem Rates)

Estimate for tolls (Foreign Per Diem Rates)

Driving directions

Trip optimizer, if applicable
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Any other miscellaneous expenses you might need to attach to your request.

O Obtain any funds reservation numbers and/or funds center numbers that will be used for the trip.

O Prepare and submit the Faculty/Staff/Student Travel Request form. Reach out to Kristine Hoffman
for any assistance needed.

All travelers must use the most economical means of travel available.

Travelers should not make non-refundable reservations without an approved Travel Request. If you
book travel without an approved Travel Request, you could incur unreimbursed expenses.

Contact information for Kristine Hoffman; 724-738-2246; kristine.hoffman@sru.edu.

Including all items on this checklist can help ensure expeditious approvals.


https://nam10.safelinks.protection.outlook.com/?url=https%3A%2F%2Fdigiforms.sru.edu%2FProvost&data=05%7C02%7Ckristine.hoffman%40sru.edu%7C4017549acafd49d576c308defd3afb31%7C86555dba073b4ff7b7d1b73a77c5bd92%7C0%7C0%7C639226626987836546%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=6%2BUbj3s94cn4HSAVVZW2N9is3rL4I5xhJ8gOFcL0q6A%3D&reserved=0
https://www.sru.edu/documents/offices/accounting-services/subsistence%20worksheet.xlsx
https://www.gsa.gov/travel?topnav=travel
https://aoprals.state.gov/web920/per_diem.asp
http://administration.sru.edu/trip-optimizer-new.html?v=1
https://nam10.safelinks.protection.outlook.com/?url=https%3A%2F%2Fdigiforms.sru.edu%2FProvost%2FFacultyStaffStudentTravelRequest&data=05%7C02%7Ckristine.hoffman%40sru.edu%7Cd0af42ce148949f5a50c08defd3a8fa0%7C86555dba073b4ff7b7d1b73a77c5bd92%7C0%7C0%7C639226625127938467%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=1NkZGvP43fSS7g8I78bnKhMPhMV5%2FPuVgCz2VmC9ZE0%3D&reserved=0
mailto:kristine.hoffman@sru.edu

