
International Travel Prior Approval Process 
 

 
 

PI Completes: 

- Authorization to Travel / Travel Advance Request (ATEA) form 
- Request for Foreign Travel Insurance packet (FTIP) 

- Release of Liability packet 

PI gets signatures from 
Department Chair & 

College Dean on ATEA 
form 

PI submits all 
documents to ORSP 

6 weeks prior to 
travel date 

GA/GSC reviews 
documents for completion 

& verifies  chartfield 
information 

GA adds  their approval 
signature to ATEA form. 

 GA keeps Release of 
Liability packet in project 

file folder. 

GA forwards ATEA & FTIP 
forms to an ORSP 

Manager, for approval on 
ATEA form 

GA forwards ATEA & FTIP 
to ORSP Director for 
approval (on ATEA) 

ORSP Director forwards 
ATEA & FTIP forms to AVP, 

Research for approval  

After all ORSP approvals, 
forms are forwarded to 

Risk Managment (RM) for 
approval  

RM forwards ATEA form to 
the Provost for approval, 

keeps FTIP 

Provost approves  ATEA, 
returns to RM. 

RM returns ATEA  
to ORSP.  

RM sends email to 
inform PI that travel 
insurance is bound. 

ORSP sends email 
to inform PI that 

travel is approved 

GA retains ATEA form, 
submits with travel 
expense claim upon 
completion of trip  


