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                                                         AT Number: 

AUTHORITY TO TRAVEL

NAME:

OFFICIAL STATION:   

                                                        

DESTINATION: 

             

PURPOSE OF THE TRAVEL:





ESTIMATED EXPENSE:    


CHARGEABLE AGAINST:    


EXPECTED DATES OF TRAVEL: 





    
Requested by:




                                  (Name of employee/officer)

Recommending Approval:




     
                                      

  (Unit Head)
Funds Available:



   REXON T. DAMAYAN


                 Accountant III
Approved:

EDGAR G. CUE, Ph.D.
SUC President III
NOTE:

1. The Recommending Approval portion of this form shall be initialed by the immediate supervisor of the employee/officer when applicable, before the Division Chief approves.

2. The Director for Budget & Fiscal Planning shall initial the Funds Available portion of this form before the Accountant signs.

3. The Chief of Staff (COS) of the Office of the President (OP) shall initial approval before the University President finally approves it. 
4. In the Recommending Approval:
· For faculty members, input Campus Director
· For admin personnel, input Director for (Unit)
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