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State-Funded Overnight Travel Pre-Approval
When an employee expects to travel on business for more than one day to a location which is more than 35 miles, but less than 70 miles, from either their home or their official station, the employee is not considered to be in travel status. An employee not in travel status who plans to schedule overnight travel arrangements must obtain pre-approval.
What is an employee’s official station?
An employee's official station is used to determine allowable travel expense reimbursement. One's official station is either SUNY Brockport or the Rochester Educational Opportunity Center (REOC), unless otherwise determined. 

	Traveler Name:


	Destination:


	Travel Start Date:

	Travel Return Date:


	Purpose/Description of Travel:





	Justification for Overnight Expense(s): 
Briefly explain why you are requesting to stay overnight, rather than travel daily.





	 State Account Number:



Please provide the following information for review: 

Submit completed Pre-Approval form to your immediate supervisor for approval.
(Submission of this Pre-Approval form does not guarantee approval.)

	Supervisor approval:


	Date:





Once approved, attach to your Travel Voucher paperwork for submission to Procurement and Payment Services.
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