GUIDELINES FOR INFORMATION TO BE INCLUDED WHEN SUBMITTING TRAVEL REQUESTS 

Lengthy justification of travel requests is not necessary, and in fact, attachments are not seen by the Provost when reviewing travel authorities submitted electronically, which is one reason why some travel authorizations were sent back for further justification. 

Be sure that your travel authority includes the following: 

1. A statement that the travel is MISSION CRITICAL; 

2. The full name of the conference or meeting or institution you will be attending or visiting. Please avoid abbreviations and acronyms; 

3. Specify the nature of your participation: e.g.: Deliver invited lecture, present paper at symposium; participate in NIH study panel; attend premier conference in my field. I need only a two or three sentence justification. Examples: "I am presenting a paper entitled ______ at the conference on Affordable Housing." Or, "I am meeting with research collaborators on my NIH Grant entitled _______ to develop a new proposal or for continuation of Funding." Or, "I am chairing the session on ______ at the conference on Nutrition and Obesity." If you are presenting more than one paper, etc., give a very brief summary (e.g., Presenting three papers focused in my research area on _____). 

4. Clearly state the source of funds; if there is NO COST to UGA, make sure it is clearly indicated on the travel authority. Using ALL CAPS would be helpful. (NO COST TO UGA means that you are being reimbursed by someone else, not that you are being reimbursed with grant funds).
Travel is being approved if it is clear that there is no cost to the institution, but full justification is being requested so that there is a record of the critical nature of travel for university employees. (The OPB has requested that records be kept and made available upon request.) 

I will approve travel in which there is no cost to UGA as long as the conference is identified and relates to the person’s discipline. I will also approve attendance at conferences with reimbursement requests when the traveler indicates that the source of funding is part of a new faculty member’s start-up package or when contract or grant funds are being used. 

TIMELINES FOR SUBMISSION OF TRAVEL AUTHORITIES 

Travel authorities must be submitted prior to the employee’s intended travel. It is recommended that travel authorities for domestic travel be received at least two weeks in advance and a minimum of four weeks in advance of international travel. It is important that you continue to be specific in indicating how classes and other business will be handled while you are away. Please review the UGA Travel Guidelines at http://askuga.uga.edu/default.asp?id=1619&SID=&Lang=1 <http://askuga.uga.edu/default.asp?id=1619&SID=&Lang=1>.
