

Office of International Education
UPP 1-18 Checklist
Faculty and staff traveling abroad without students
Ten days prior to departure, you must:
· Complete Employee Travel Information Form 8-03. This form must be typed. 

· Provide detailed flight itinerary, accommodation information, and daily contact information for the duration of your overseas stay.
· Submit original form with accompanying information to OIE, AMU 425.     
· Submit a copy of the form with accompanying information to your respective chair, dean, or director.

