TRAVEL APPROVAL REQUEST

Traveler Name:

Dates of Travel:

Travel Destination:

Purpose of Travel:
[bookmark: _GoBack]

Travel Criteria:  (Please explain how the planned travel meets each of the following)

A. The travel is essential and/or necessary (as compared to discretionary or preferable) 


B. The travel contributes to the agency’s core mission


C. The employee travelling is substantively involved with the purpose of the trip


D. There are no alternative methods of participating (e.g., phone, video conference, or pre-recorded video message).
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