Requesting Travel Approval for Programs and Research
This document outlines the process that EEs, ESs, Pls and staff working on research and programs should use to request travel approval.
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Request travel one-month at a
time for reocurring activities

When possible submit 2-3 days in
advance

Resources:

MSU Extension OD website

Office Re-Entry and Travel Guidelines
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Field Research Review System

Documentation:

e Activity Log submitted to Lori
Martin every Monday

e Outlook Calendar
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Include research project number, obtained from



https://msu.co1.qualtrics.com/jfe/form/SV_esTFyfU9YuS2xee
https://forms.office.com/Pages/ResponsePage.aspx?id=MHEXIi9k2UGSEXQjetVofTehk-BlXkZBiVxqGyGGDQVUNVoyRjZSNFk0SVgzMENVM0U0Rks5TUNKTSQlQCN0PWcu
https://www.canr.msu.edu/od/
https://www.canr.msu.edu/resources/office-re-entry-and-travel-guidelines
https://msu.co1.qualtrics.com/jfe/form/SV_esTFyfU9YuS2xee
https://forms.office.com/Pages/ResponsePage.aspx?id=MHEXIi9k2UGSEXQjetVofTehk-BlXkZBiVxqGyGGDQVUNVoyRjZSNFk0SVgzMENVM0U0Rks5TUNKTSQlQCN0PWcu

