Email Chain Template
Subject Line: Travel Approval – [Traveler Name] – [Destination] – [Dates]
[Email body]:
Dear [Approver Name],
I am requesting approval for international travel for [Traveler Name, Title/Department].
Purpose:
[Brief justification]
Dates:
[Start Date – End Date]
Destination:
[City, Country]
Hotel:
[Hotel Name + Address]
Estimated Costs:
· Hotel: $[___] (Per Fiscal Policy, AirBnB and Bed & Breakfast Inns are not reimbursable)
· Flight(s): $[___] (Frosch quote required; include quote if purchasing via internet)
· Registration: $[___]
· Per Diem: $[___]
· Transportation: $[___]
Total Estimated Cost: $[___]
Funding Source(s):
[Account #(s)]
Please reply to this email with your approval or any questions.
This email chain will be routed through all required approvals and then forwarded to the Executive Assistant to the President for Presidential review and final approval.
Thank you,
[Your Name/Signature line]

