






- SAMPLE-
BLANKET PRIOR APPROVAL FOR OUT OF STATE TRAVEL AND WHEN NECESSARY, EXCEPTION TO THE MAXIMUM LODGING ALLOWANCE IF AN EXCEPTION CRITERIA APPLY.
(Date: Renew Annually)


Members of the (Your College/School/Department Information) are hereby given blanket approval to travel outside the State of Washington in connection with their duties.  This blanket approval is also granted for these travelers when necessary to claim exception to the maximum lodging allowance and the exception criteria apply.
Include the following required information or statements:

1.) Type of individuals (faculty, administrative personnel, etc.) authorized to travel outside the State of Washington (specific names are not required).          
2.) A statement that out of state travel is consistent with the requirements of their positions.

3.) The appropriateness of reimbursable travel expenses will be determined by the individual authorized to approve the travel expense voucher.

AUTHORIZED PERSON:


_______________________________________________________________________
Name/Title










        Date
