ELT Travel Approval Form

As of June 9, 2022, all business travel requires ELT approval, excluding Air Shuttle.
This form is to be used to obtain approval from your Executive Leadership Team (ELT)  for business-critical travel.
Step 1: Complete the ELT Travel Exception Approval request:
	Check all that apply
	Reason for ELT travel exception approval

	Required information
	Details

	Enter the name of your ELT member
	Example: Keyvan Esfarjani

	Enter the origin and destination of your trip (city/state/country).
	Example: San Jose, CA to Portland, OR (US)

	Anticipated dates of travel
	Example: Jan 1-4

	Provide details about why this trip is business critical.
	Example: This is a business-critical meeting with supplier than cannot be conducted virtually.

	Name(s) of traveler(s)
	Enter name(s) of traveler(s) requesting approval

	

	Air class of service exception (applicable international flights 10 hours or greater)

	Are you requesting approval to fly Premium Economy or Economy air instead of Business Class for a trip with total flight time of 10 hours or greater?
	
Yes (please provide justification)

Use N/A if not applicable to your request



Step 2: Submit your request for ELT approval:
· Complete ELT travel approval exception request form with the required information.
· Download the form and attach to an email requesting ELT approval. Before sending, check with your manager to understand if your organization has a specific process for ELT roll-up and/or approval.
· Once you receive approval, follow subsequent steps. 
Step 3: Book travel if your request is approved:
1. Before you book travel, you will need to complete a pre-trip assessment and list the approving ELT member’s name and upload a copy of this form. You will not be allowed to book your travel until you have completed your assessment.
2. Once you’ve completed your pre-trip assessment, you will receive a confirmation code. To book travel, contact your Intel-preferred travel agency or book via the online booking tool (where available). You will be required to provide your confirmation code to complete your reservation.

By submitting this form, you certify:
· You have received approval from the ELT of your organization prior to submitting this request to your ELT member.
· You commit to reviewing travel vitals up to the day of your departure for the entry, testing and quarantine requirements for the location to which you are traveling. 
