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Travel Authorization 

Approval Process 

 

Out-of-State 

 

In-State 

 

Foreign 

NO 

Prior written or electronic authorization by the 
Approving Authority for all In-State Travel may be 

required, at the discretion of the Agency or 
Institution of Higher Education. 

 

Prior written or electronic authorization by the 
chief executive officer, or delegate, of an Agency 
or Institution of Higher Education shall be required 

for all Out-of-State travel. 
 

Prior written or electronic authorization by the Governor, or delegate, and 
the chief executive officer, or delegate, of the Agency benefiting from the 
Foreign Travel shall be required for all Foreign Travel, except for Foreign 
Travel undertaken by employees of the Department of Higher Education. 

 

 

AGENCY 

 

HIGHER 
EDUCATION 

NO 

The executive director of the Department of Higher 
Education, with the approval of the State Controller, may 
delegate the authority to approve Foreign Travel to the 

president, or a delegate, of a specific Institution of Higher 
Education. 

 

Delegation of 
Authority 

Prior written authorization by the executive director of the Department of 
Higher Education shall be required for all Foreign Travel by employees 
within the Department of Higher Education, including employees of 

Institutions of Higher Education. 
 

 

Washington, 
D.C. 

The Governor “direct(s) all principal departments of state government to submit travel plans to 
the Office of the Governor’s travel designee in advance of travel to Washington, D.C. Travel plans 
required by this subsection shall include, the purpose of the trip, length of stay, the cost of the 
trip, intended source of payment for the trip, and a schedule of all appoints with any member of 

Congress or his or her staff or deferral government department or agency personnel”. 
 

Prior written or electronic authorization by the 
chief executive officer, or delegate, of an Agency 
or Institution of Higher Education shall be required 

for all Out-of-State travel. 
 


