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<Date>

To:		Dr.  <Chair Name>, Chair
Dr. Christopher Meyer, Dean

From:		<Faculty/Staff Name>
		Department of <department name> 

Re:		Request for Travel Approval (International)

1.	Traveler Name: First name and last name / Faculty, Staff or (Student with Fresno State ID)
2.	Department/Office: Department/Office 
3.	Destination: 
4.	Dates: 
5.	Estimated Cost: $
Expense Breakdown (optional)
Lodging:
Meals:
Flight:
Ground transportation:
6.	Funding Source:
a.	State: (college professional development funds $, faculty startup funds $ etc. or none)
b.	Foundation: (foundation grant $, foundation trust $, or none)

7.	Purpose: To present a paper at the 2023 annual meeting

8. 	U.S. State Department Travel Advisory Risk Level:
a.	Check the Department of State website: https://travel.state.gov/content/travel/en/international-travel/International-Travel-Country-Information-Pages.html
State 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.
9.	Chancellor’s Office Risk Management Authority (CSU RMA) High Hazardous Counties List:
a.	Check the CSU Risk Management website for a list of High Hazard Countries:  https://www.calstate.edu/csu-system/administration/business-finance/systemwide-risk-management/Documents/23-24%20High%20Hazardous%20Country%20List.pdf 
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).

10.	Course Plan: If the Faculty will be absent from any course(s) they are teaching, please submit a course plan(s) on how the course(s) will be covered.


Current University Travel Guidelines: https://adminfinance.fresnostate.edu/accountingservices/travel/index.html 

CC:  	<Department Coordinator Name>, Department Administrative Coordinator
	Nancy Gomez, CSM Budget Analyst
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