
 

How to Initiate Travel Request Requiring a 
International Travel Questionnaire 
1. Click on Start a Request 
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2. Type the trip name 

 
  



 
3. Click on "International" in the Trip Type 

 
  



 
4. Click on "Faculty" in the User Type 

 
  



 
5. Indicate when the travel starts 

 
  



 
6. Indicate when travel ends 

 
  



 
7. Enter destination City, State 

The questionnaire only applies to Foreign Countries of Concern as defined by the US Government and are 
the following countries: China, Russia, Iran, North Korea 

 
  



 
8. Indicate that Request/Trip Purpose 

 
  



 
9. Indicate how travel will be booked. 

 
  



 
10. Indicate if this trip will include personal travel. 

 

11. Hit Create Request and Begin Entering Expenses 
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