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Sections: 



1. Fill out all boxes completely for the user. 
2. If another individual is being replaced by the user, fill out this section. 

a. Once the user has been setup, the individual in this section will be removed from the Travel groups 
listed in Section 3. 

3. List out the Department Number(s) being requested for Travel Department Authorization. 
4. The user must Read and Agree to the conditions outlined in this section.  The user must sign and date this 

application.  Once this is done, the user’s Dean, Director or Department head MUST sign this form. 
a. If any of these signatures are missing, the application will be rejected and sent back. 
b. This is the only form that needs to be sent to a different email address.  Once the form is complete, 

please send it to bfs_tem_users_questions@mail.colostate.edu 
*Note:  If the user is missing Role 54 (General KFS access), and has the DHA Group, whenever this user tries to Ad Hoc an 
individual, the error message below will be displayed in KFS. 
 

 
 
This form can be downloaded from here 
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