
PRIOR APPROVAL Travel Request Form 
Traveler’s Name
Date of Birth 

Department Name 

Conference Attending 

Conference City/State 

Reason for Attending Conference

Dates  Attending Conference 

____________________________________  _________________ 
Traveler’s Signature  Date 

** Four weeks prior to travel, send completed form to your delegated 
OME official for signature approval.

Approved by: 

_________________ ___________________________________ 
Authorized Official Print Name/Signature Date 

All business travel must support the mission of the University of North Carolina, receive the 
appropriate approvals, and be carefully planned to ensure that expenditures are necessary, 
prudent, and as economical as possible. A University employee traveling on official business is 
expected to exercise the same care in incurring expenses that a prudent person would 
exercise if traveling on personal business and expending personal funds. Excess costs, 
circuitous routes, delays or luxury accommodations and services unnecessary or unjustified in 
the performance of official business are not acceptable under this standard. 

My Business Travel includes a personal travel element. 
If checked, I understand that all personal travel costs will be my responsibility 
and that this personal travel element is not increasing the cost of my Business-
related travel (ie. increased airfare). Submit breakdown of business and personal 
components with submission of "Prior Approval Travel Request"  form.

Lodging for Business Travel exceeds allowance,Policy 1302.1, or requesting Non-Hotel Lodging including 
Airbnb. 

If checked, click on option a or b to complete the neccesary form that applies. Submit with 
"Prior Approval Travel Request" form. 

a. Excess Lodging Form
b. Non-Hotel Lodging Form

https://pstat-live-media.s3.amazonaws.com/attachments/document_30/5430001/f1d34080-f2bb-436e-83ed-331d566560d1/1305.1.1f%20-%20Non-Hotel%20Lodging%20Authorization%20Request%20v%2010-01-2014.pdf?Signature=dpyxdiCilqDGYkYXvIFE73mKd%2FE%3D&Expires=1546549420&AWSAccessKeyId=ASIASVLI4DFUZSQWRYNE&x-amz-security-token=FQoGZXIvYXdzEN3//////////wEaDDDftlDYKygAuBOJUSK3A9%2BplyAm5nDcioWGmKAdRngZtyq15dEPDREbC1BGn4IG/5rR82mdUtDqvk8Dzv7bWQwDy%2B6LJZYnCrY/Zc57NXVtkQmOfBVmrwbhRKprXu6stNgJVM/k1RS6NlaA3k3tbLp6pGupMXIh%2B8INnhpNK4JkY5fhdvdudB7OQ7YcXDDAjyvnKgGuSmQP3FHzbJwBKKIsKq834ei8kC6qHOJVhBBK6JpnElWolGcPin7ckaLY6nmK8HT5hjCWvVt2qRTOenk1ncWFrc2xVYUvVEF3ZoBdJDYylK4xTRDkMuXC2OhQiRbNjr%2BXCj2nMVwjDGITUv2TGgIsSVgBZPFlrVxiGGy/vxdSOMRCx17mJbYGIwGizd1wlECpiJ6KxKx2aFpDwuuj3vDOcHxcgWPfX%2B1xQHH8iSMpVndwHqme3weWDybUuY5r%2BwLWsWw8sN1yhW99U9gRC09CQ85B9eKhkyscEd0udjs38Yy4JQoo6QyHxNIk42GhUMb3OcOHvWuDFblPx92BO/UsGlU8Etr2Wn5g7sIJEi7YUapjWXg9LvmkyBgoIkfwS90DHrpBm4TxfQ0duF%2B8bdkqZAQo9bmb4AU%3D
https://pstat-live-media.s3.amazonaws.com/attachments/document_30/5428960/7c539dac-86dc-44f7-b0a6-6d53c3293e5d/1302.1.1f%20-%20Excess%20Lodging%20Justification%20v%2005-09-2018.pdf?Signature=vDaWKJEMAs1%2B7kPTM0lYvTR%2BBq0%3D&Expires=1546549302&AWSAccessKeyId=ASIASVLI4DFUQWJIHBHT&x-amz-security-token=FQoGZXIvYXdzEN7//////////wEaDKh4XPBPYRzWh3291yK3A917S5MJIRWLHtxan%2BRlDl027RJzzLUN5xtI6a8J%2BhxtYtHEq2LEp9mdMFylFm7w2YagAS8Ltdcsm2RJ3CaS83SgINvrG8EsH4hHR2cRd3BuYuQDqdH4vmck/pNldy1uAOkSDCPp%2BqIOjgzxvbfXzMd7KyIgvxuTAsXCB/y2F1%2Bql6JuyTTvGNijn6kcJ6xiiR1ci1vNbWbEknVxWct8f1GSU50LoD7oDTkeDwBmYXVhSDld89WrBaIObZUMjGUEs4uIDOTDTPsfxie3t0C9Fd5%2BEG3Ft2rrPLZ4sjRz0Mf7qYm6OKTE2fqxxHUAvDqsMITE6RwJwSXyqQSZPgvrZWyooPlWVjj%2BCa1AOYzcomrCu8ryHYZi8oVbqmraZ8Wyd30ICIeWPHsi/3QCVFWBXKhAovHTVyOXjk7hlYbAE3enIhNi1dm7W29XTCZ75DlJQj0yQfetwAQ1jA3rBXggsz2H/ae9diNZzoXH1p6y%2BV84HrNreqYxgcOq6u2/gj05iNBqPshyTflantSYPMKbx%2B4LeI78OcWVFoCD/jEOcC73iLiEyZIDjukO7YfyDV4OTBAnHz8IscYo8dWb4AU%3D
https://unc.policystat.com/policy/4927523/latest/
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