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☐ Create & Initiate Travel Approval Email Chain (at least 5 weeks prior to travel)
· Draft a single email request that includes all required travel details and approvals
· Route the email through appropriate administrative support to gather required approvals
· Send the email chain to Executive Assistant to the President 

☐ Obtain Required Leadership Approvals
Approval routing varies by reporting structure.
Approvals must be documented within the email chain:
· Fiscal Officer
· Department Chair or Supervisor
· Dean
· Provost
· Grant-funded travel: Please confirm with your Post-Award Grant Specialist

☐ Include Required Travel Details
Ensure the email request includes the following (see template below):
· Purpose & justification
· Travel dates
· Destination and hotel information (required for Risk Management)
· Estimated costs:
· Hotel, (Per Fiscal Policy, AirBnB and Bed & Breakfast Inns are not reimbursable)
· Flight(s)
· If booking via an internet resource, a Frosch Travel quote is still required
· Conference registration fee(s)
· Per diem (based on destination)
· Transportation estimate (e.g., taxi, shuttle, Uber/Lyft, train, rental car)
· Funding source(s)/account(s) to be charged

☐ Presidential Review & Final Approval
· Once all required approvals are obtained, forward the completed email chain to the
Executive Assistant to the President
· The EA will coordinate Presidential review and final approval

☐ Confirm Third-Party Funding (If Applicable)
· Travel funded by an external source still requires full University Leadership approval if conducted on University business

Administrative Processing (Support Staff)
☐ Create Travel Authorization in Kuali (KFS)
· Attach the fully approved email chain
· Upload documentation under Notes & Attachments
· Complete required Ad-Hoc Approvals:
· Fiscal Officer(s)
· Pueblo Travel Group

✅ Final Reminder
Travel may not proceed or be submitted in the system without documented pre-approval (the email chain).

