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	Special Authorization for Travel, Year-end 2017


This Travel Authorization form should be completed and signed prior to commencement of travel that may start in the period during which end users are not able to create the regular electronic authorization in the FAST Travel Module and Archivum Travel. This form will ONLY be accepted for last minute USF business travel that begins between the dates of June 23, 2017 and July 10, 2017.  Travel with start dates before or after this period, or that was known prior to the system shut down date of June 23, should have an electronic Authorization in the system or will be subject to acquiring special approval signatures later. 
This form can be uploaded in Archivum while creating a Post Travel Authorization in lieu of the form with VP signature, for travel that occurs between June 23, 2017 and July 10 2017. Please attach any available other documentation that shows travel was not anticipated prior to the system shut down in the Receipt Package.
SPECIAL AUTHORIZATION:

THE TRAVEL INDICATED BELOW WAS NOT ANTICIPATED BEFORE THE SYSTEM SHUT DOWN FOR FISCAL YEAR END 2017 AND AN ELECTRONIC TRAVEL REQUEST COULD NOT BE ENTERED DURING THIS TIME.

Traveler:           

Department name and number:           

Dates of Travel:           

Destination:      
Business Purpose and Benefit:           

	Estimated cost of trip:           




Traveler



Date
	


Supervisor



Date
	


Expense Manager  

           Date
USF Travel Department, June 2017

