 STEPS TO REVIEW OF INTERNATIONAL TRAVEL [image: image1.png]*Download INT. Travel Review REQUEST form from web site:
http://www.southalabama.edu/financialaffairs/travelofficenew/forms.html

sComplete Int. Travel Review form and
*Submit to OIE 320 AHE

*Review form returned by OIE and or Research Compliance to traveler - with recommendations regarding
security, insurance, Restricted Parties listing, Sanctioned Countries info (as applicable), licenses, etc. as
applicable

sTraveler received USA Int. Travel/Professional Leave Request with completed review documentation

sTraveler completes Int. Travel/Prof. Leave request form
*Attaches Review documentation from OIE and Res. Compliance

*Traveler completes leave form and submits to
*Dept Chair for signature

*Dean for signature

*VP office for signature

scompleted approval returned to department
straveler/department makes travel plans - confirms air arrangements
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