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USA REQUEST FOR PROFESSIONAL LEAVE OR TRAVEL 
If this leave request includes FOREIGN/INTERNATIONAL travel you must complete the International 

Travel Review Form PRIOR to making any arrangements and PRIOR to submitting this request. 

�1�D�P�H      �7�L�W�O�H      �'�H�S�D�U�W�P�H�Q�W��     

�2�I�I�L�F�H���$�G�G�U�H�V�V����     �2�I�I�L�F�H���3�K�R�Q�H������      

�+�R�P�H���$�G�G�U�H�V�V��      �-���� 

�,�����B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�����U�H�T�X�H�V�W���S�H�U�P�L�V�V�L�R�Q���I�R�U���S�U�R�I�H�V�V�L�R�Q�D�O���O�H�D�Y�H���R�U���W�U�D�Y�H�O���I�U�R�P      

�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B���$���0�����3���0�����R�Q���B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�� ���G�D�W�H�����X�Q�W�L�O���B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�$���0�����3���0�����R�Q���B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B��      �G�D�W�H��      

�7�K�L�V���O�H�D�Y�H���U�H�T�X�H�V�W���L�V���I�R�U��      �3�U�R�I�H�V�V�L�R�Q�D�O���O�H�D�Y�H      �&�R�Q�V�X�O�W�L�Q�J      �2�W�K�H�U      

�6�S�H�F�L�I�L�F���S�X�U�S�R�V�H��      

�'�H�V�W�L�Q�D�W�L�R�Q�����L�I���W�U�D�Y�H�O���L�V���L�Q�Y�R�O�Y�H�G��      

Will any classes or assignments be missed? No Yes 

If yes, indicate below what arrangement have been made for appropriate coverage. 

�,�Q�G�L�F�D�W�H���E�H�O�R�Z���W�K�R�V�H���F�O�D�V�V�H�V���W�K�D�W���Z�L�O�O���E�H���P�L�V�V�H�G�� 

�&�R�X�U�V�H �����R�I���'�D�\�V���0�L�V�V�H�G �&�R�Y�H�U�D�J�H 

�(�[�S�O�D�Q�D�W�L�R�Q���R�I���F�O�D�V�V���F�R�Y�H�U�D�J�H�� 

�,�Q�G�L�F�D�W�H���F�R�Y�H�U�D�J�H���I�R�U���W�K�H���W�\�S�H���R�I���U�H�V�S�R�Q�V�L�E�L�O�L�W�L�H�V���W�K�D�W���Z�L�O�O���E�H���P�H�W�� 

Is reimbursement of expenses requested? No Yes If yes, complete the expense estimate below. 

�7�U�D�Q�V�S�R�U�W�D�W�L�R�Q�� 

�$�L�U�I�D�U�H �� 

�3�U�L�Y�D�W�H���8�Q�L�Y�H�U�V�L�W�\���&�D�U 

�/�R�G�J�L�Q�J���D�Q�G���0�H�D�O�V�� 

�3�H�U���'�L�H�P�����,�Q���6�W�D�W�H�� 

�/�R�G�J�L�Q�J�����2�X�W���R�I���6�W�D�W�H�� 

�0�H�D�O�V�����2�X�W���R�I���6�W�D�W�H�� 

�&�R�Q�I�H�U�H�Q�F�H���5�H�J�L�V�W�U�D�W�L�R�Q���)�H�H�V 

�2�W�K�H�U 

Total Estimated Cost (not necessarily amount of reimbursement): �� 

�6�L�J�Q�D�W�X�U�H���R�I���5�H�T�X�H�V�W�R�U �'�D�W�H 

For USA Travel Policies, go to: http://www.southalabama.edu/financialaffairs/traveloffice/index/html 



  
 

 
 

   

  

   

 
 

 

 

 

 

 

    
 
      
 
      
 
      
 
      
 
  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

     

     

_________________________________________________________________________________________________________________ 

_________________________________________________________________________________________________________________ 

_________________________________________________________________________________________________________________ 

Foreign/International Travel is defined as travel outside the continental United States. 



