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Pre-Trip Request: an approval within the Concur application for a traveler to travel for university or state college business 
and/or to use a university or state college funding source for expenses related to the business travel including but not limited 
to research and scholarly activity. 
 

Request: a pre-trip authorization to travel. 
 

Return Time: the time the traveler returns to their home or work location after ending travel status. 
 

Supervisor Approver: an employee who manages the time and performance of duties of a specific traveler. 
 

Traveler: a university or state college employee, including a graduate assistant when they are traveling as an employee 
and not as a student, independent contractor, speaker, or guest who is traveling on official university or state college 
business. 
 

Travel Status: when a traveler is outside of their normal city of work or residency or their respective regular commute while 
conducting or engaging in official university or state college business. 
 

TripIt Pro: an app that will organize all travel plans in one place, accessible anytime on any device. Get real-time travel 
alerts, find better seats when they become available. 
 

University Travel Office: the system-wide office dedicated to travel administration, travel


