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[date]
To:
Associate Fiscal Dean
[your school]
From:
[Your Full Name]
[Your Title]
[Your Department]
Subject: Request for after-the fact approval of travel expenses
I respectfully submit the request for after-the-fact approval for travel expenses incurred in accordance with LSU Travel regulations, PM-13. This request pertains to my official University business travel to [Event conference name] in [City, State] which occurred from [travel dates].
Due to [briefly explain the reason- e.g “a scheduling conflict”, “an administrative oversight” etc.] prior approval for this travel was not obtained as required. However, all travel arrangements were made in support of official LSUHSC business and were necessary to fulfill my professional responsibilities.
I acknowledge the importance of adhering to the LSU travel procedures, take full responsibility for this oversight, and understand future late submissions could result in denial of my travel reimbursement.
I respectfully request your approval to proceed with this retroactive travel approval.

Traveler’s name/signature


Fiscal Dean name/approval signature
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