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The following are step-by-step instructions on using Adobe Sign to fill out and send the travel form to all appropriate 
individuals required for approval. You can also follow this link to view a short video detailing the process of filling out 
the form.

Below is an example of the Pre-approval for Domestic Travel Greater than $2,500 and All International Travel Form 
already filled out. Please request a new form and do not attempt to use the example below.  

An account with Adobe Sign is required. You must request access to an Adobe Sign account (this is separate from the 
Adobe Creative Cloud account). If you do not already have an Adobe Sign account assigned, please visit the 
Technology Services Website, click the button labeled “Request an Adobe Sign Account,” and fill out a ticket. 

If you have any questions or concerns, please email the Academic Resource Office: aro@mail.fresnostate.edu. 

1. Click on Start from Library.

2. Under Library, click on Workflows (do not use Templates).

3. Under Account Workflows, you will click on Provost Travel Approval Form –
Domestic/International Travel. Then click Start in the bottom right corner.

https://technology.fresnostate.edu/workingremotely/adobesign.html
mailto:aro@mail.fresnostate.edu
https://youtu.be/zc5I_vBgspE?si=xKExIX-mE631FFOl
https://youtu.be/zc5I_vBgspE?si=xKExIX-mE631FFOl


Adobe Sign Instructions for 
Pre-approval for Domestic Travel Greater than $2,500 and All International Travel Form 

Page 2 of 4 

4. The Workflow will automatically list you as the submitter. You must enter your Department Admin,
Department Chair and College/School Dean’s email address. Please pay attention to ensure you enter
the correct emails into the appropriate roles.

5. Please Note: The recipient’s email address must be in the mail.fresnostate.edu format.

6. Under Document Name, type the traveler’s Last Name, First Name, and if it is Domestic or International
travel.

7. Under Files, click Add File and upload a completed Pre-approval for Domestic Travel Greater than
$2,500 and All International Travel Form. This is where any additional documentation may be submitted 
as well. Then click Next.
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8. After clicking Next, this will take you to the document for preparation.
9. Under Field Templates click on Select…, and click on Provost Travel Approval Form –

Domestic/International Travel. Then click Apply in the bottom right corner.

10. Ensure all fields are filled in correctly, then click on Fill, then Send.

Attachments: 
1. A list of the Deans by School/College and their emails.
2. An example of the Pre-approval for Domestic Travel Greater than $2,500 and All International

Travel Form filled out.
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For Domestic Travel Less than $2,500 

Colleges/schools: Review and approve within $1,000 professional development funding. Additional funding 
over $1,000 or other funding sources is the responsibility of the college, department, or traveler. 

Process for Approval 

Faculty, Staff, or Student requests are sent to the Department Chair. If the Department Chair approves it, they 
sign and forward it to the College/School Dean. If the College/School Dean approves it, they sign and forward 
it to the Provost for final approval and copy Randy Aoki and Katha Brassfield. 

For Domestic Travel greater than $2,500. 

For all International Travel. 

U.S. State Department Travel Advisory Risk Level: 

a. Check the Department of State Travel Website

b. State the risk level for each country to be visited: 1, 2, 3, or 4, and list the date the level was determined.
Note, travel to Level 4 countries will not be approved, and travel to Level 3 countries is strongly
cautioned.

Chancellor’s Office Risk Management Authority (CSU RMA) High Hazardous Counties List: 

c. Check the CSU Risk Management website for a list of High Hazard Countries:

Identify if any country to be visited is identified as a “High Hazard” (High Hazard requires both Provost and 
Presidential approval). Identify if any country to be visited is identified as “War Risk” (War Risk requires 
Provost, President, and Chancellor’s Office approval). 

Traveler Name: First and last name aculty taff tudent

Department Office:

Destination:

4. Dates: thru 
Expense Breakdown – Total will automatically generate if filled in.

Lodging:

Meals:

Flight:

Ground

Transportation:

Other:

Total:

Estimated Cost (type the total from above or type in your own estimated cost):

✔

Jane Doe

Department

San Francisco, CA

01/01/2024 01/05/2024

$ 1,000.00

$ 300.00

$ 1,250.00

$ 300.00

$ 2,850.00

$2,850

✔
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Funding Source (Provide exact Stateside Chartfield and/or Foundation Cost Center):
State:

Foundation:

Purpose

Plan for class(es) during the trip’s duration (if applicable):

Department Chair Signature: Date:

College/School Dean Signature: Date:

Provost Signature: Date:

Submitter Name: Date: 

ARO: 

Budget Analyst: 

(Admin will include chartfield information when routed through AdobeSign)

To attend conference NAME from 01/02/2024-01/05/2024 to further my professional development in my area of expertise.

Two classes will be given online assignments on the topics listed on the syllabus during the dates of my trip.
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Deans by School/College 
Craig School of Business 

Dean: David Vera dvera@mail.fresnostate.edu  

Budget Analyst: Dayna Matsumura daynam@mail.fresnostate.edu 

Kremen School of Education & Human Development 
Dean: Randy Yerrick yerrick@mail.fresnostate.edu  

Budget Analyst: Mark Rodriguez msrodriguez@mail.fresnostate.edu 

Lyles College of Engineering 
Dean: Ram Nunna rnunna@mail.fresnostate.edu  

Budget Analyst: Zaida Reyna zreyna@mail.fresnostate.edu  

College of Health & Human Services 
Interim Dean: Kara Zografos kzografost@mail.fresnostate.edu 

Interim Budget Analyst: Azucena Gutierrez azucenag@mail.fresnostate.edu 

College of Science & Mathematics 
Dean: Christopher Meyer cmeyer@mail.fresnostate.edu  

Budget Analyst: Nancy Gomez ngomez@mail.fresnostate.edu 

College of Social Sciences 
Dean: Elizabeth Lowham elowham@mail.fresnostate.edu 

Budget Analyst: Julie Watson juliew@mail.fresnostate.edu  

Jordan College of Ag Sciences & Technology 
Dean: Rolston St. Hilaire rsthilaire@mail.fresnostate.edu 

Budget Analyst: Zachary Kaiser zkaiser@mail.fresnostate.edu  

College of Arts & Humanities 
Dean: Honora Chapman hchapman@mail.fresnostate.edu 

Budget Analyst: Cathie Salanitro cathies@mail.fresnostate.edu  

Library 
Interim Dean: Bernadette Muscat bmuscat@mail.fresnostate.edu 

Budget Analyst: Delia Medrano deliamedrano@mail.fresnostate.edu 
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