
Travel Exception Request  

 

Processing Steps Screenshot 

Visit travel website > Forms 
 

 

 
 

Select Travel Exception 
Request form 

 

 

https://www.csusm.edu/travel/index.html


Processing Steps Screenshot 

 Please enter name 
manually in the 
'Document Name' 
below 

  Fill in the name and 
email for each signing 
role listed below 

 Signers will receive an 
email inviting them to 
sign this document 

 
If you are requesting an 

exception to any other part 
of the Travel Policy, please 
enter bbrown@csusm.edu 
in the Other Travel 
Exception line 

 

You will receive an email to 
complete the document in 
Adobe Sign  
 Select Other Travel 
 Enter first date of 

travel 

 

 

 

 

 

 



Processing Steps Screenshot 
 

 Enter the 
policy/guideline that 
the policy exception 
applies to 

This should be verbatim from 
the policy or guidelines 

 For example, if a 
travel request was not 
approved prior to 
travel you will copy 
and paste guideline 1 

Not sure which applies reach 
out to the travel office if 
need assistance on this  

 

 

 
 

 Document will route to 
your manager then 
the Brittani Brown for 
approval 

 Once approved attach 
lodging exception to 
expense claim 
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