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Traveler Name ________________________________		Purpose of Trip ________________________________
First Class Approval
	UW business, a written justification is required below
	_____________________________________________________________________________________________
Business Class Approval
	UW business, a written justification is required below
	_____________________________________________________________________________________________	

________________________________________________________________________			_____________________
Signature of Dean, Vice-President, Vice-Provost 					Date
or Responsible Unit Leader if the Above does not Exist
==============================================================================
Business Class Approval
	14 – Hour Rule, not allowed on federal funds
		Only required if no prior or blanket approval was issued
Coach Upgrade Approval
0	UW business, a written justification is required below
	_____________________________________________________________________________________________	
Other Seat Fee(s) Approval
	Seat Fees are mandatory and no free or lower cost seat options were available

________________________________________________________________________			_____________________
Signature of Administrator 								Date
or Higher Authorizing Officer
Revised July 2024
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