
 

*Allowed Business Justifications 
• DSO approved medical/disability accommodation. Confirm in writing that accommodation is on file with the department. 
• Unavoidable scheduling conflicts that require a late flight (red eye) in order to attend UW Business very early the next day. Attach supporting documentation. 
• International flight (one-way, including domestic connections and layovers) in excess of 14 hours. Attach supporting documentation showing flight durations. Usage of federal resource is not permitted. 
• Discretionary resource used. 
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• Attach admin 
approval with 
business 
justification 
oCan be email or 

Airfare Upgrade 
Approval form 

• If on a grant, attach 
written approval 
from sponsor 

• Attach economy 
comparison 
OR 

• Attach admin 
approval with 
business 
justification 
oCan be email or 

Airfare Upgrade 
Approval form 

• If on a grant, attach 
written approval 
from sponsor 

• Provide business 
justification* 

• Attach applicable 
FY COE Travel 
Authorization Memo 

• Add AC108871 to 
additional worktags 

• Provide business 
justification* 

• Attach funding 
approver’s 
confirmation gift 
supports the 
upgrade 

• Attach applicable 
FY COE Travel 
Authorization Memo 

• Add AC108871 to 
additional worktags 

• Attach applicable 
FY COE Travel 
Authorization Memo 

• Attach COE Travel 
Upgrade Request 
Form, supporting 
documents (see 
step 6 of form), and 
Dean approval  
o To obtain Dean 

approval, 
complete form 
and submit a 
general finance 
help request with 
supporting 
documents 

• Add AC108871 to 
additional worktags 
 

• Attach applicable 
FY COE Travel 
Authorization Memo 

• Attach COE Travel 
Upgrade Request 
Form, supporting 
documents (see 
step 6 of form), and 
Dean approval  
o To obtain Dean 

approval, 
complete form 
and submit a 
general finance 
help request with 
supporting 
documents 

• Add AC108871 to 
additional worktags 

• Attach economy 
comparison 

• Cannot reimburse 
over comparison 
unless it meets 
certain exceptions 
(see Post Award 
Fiscal Compliance) 
o Attach supporting 

documents for 
exception 

• Provide business 
justification*  
o 14-Hour rule 

cannot be used 
• Purchased flight 

and comparison 
must comply with 
Fly America Act 
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