
REQUEST FOR NON-COMMERCIAL AIRCRAFT USE  

Specify Requested Aircraft Use: ______________________________ 

Official Business Purpose: 

Business Justification for Use (check all that apply): 

 The destination is not served by commercial carriers. 

 The use of Non-Commercial Aircraft is the most cost-effective travel arrangement. 

 The time required to use a commercial carrier interferes with Permitted Passenger’s Official Business. 

 Emergency circumstances necessitating the use of Non-Commercial Aircraft. 

Primary Traveler 

__________________ Email: _________________________ Phone: Name: ________________________ 

Trip Information 

Start Date: ____________________ End Date: ______________________ 

Destination(s): ____________________________________________________________________________________ 

Non-commercial flight will be used by (check all that apply): 

 Permitted Passengers: UF/DSO/UF Affiliate officers, employees, directors, trustees, contractors, students, and 

other personnel who are flying on UF/DSO/UF Affiliate official business 

 Accompanying Travelers: Individuals who, for the purpose of conducting UF/DSO/UF Affiliate official business, are 

accompanying any Permitted Passengers (e.g., a spouse or domestic partner of an officer or trustee) and are 

expected to attend an event on behalf of, to benefit, or to help represent UF/DSO/UF Affiliate 

Permitted Passengers     Accompanying Travelers 

Additional Stop(s): 

 A stop along or near the route to pick up or drop off Permitted Passengers is allowed. 

Specify: ______________________________________________________________ 

Estimated Costs: 

Flight Cost:  ___________________________  Other Costs: ___________________________________ 

Total: ________________________________  Chartfield/Cost Center: __________________________ 

By signing below, the Primary Traveler acknowledges that:  

• Non-Commercial Aircraft is initiated and routed for purpose of conducting UF/DSO/UF Affiliate Official Business. 

• No Prohibited Use is involved.  

• Chartfield used by the cost center meets the compliance requirements for the use of funds. 

• Primary Traveler has read and will ensure all passengers comply with the Non-Commercial Aircraft Use directive. 

 

____________________________________________ ____________________________________________ 

PRIMARY TRAVELER NAME/TITLE    SIGNATURE   DATE 

Approved by: 

____________________________________________ ____________________________________________ 

UF AUTHORIZED REPRESENTATIVE/TITLE    SIGNATURE   DATE 



Policy Number: 7-002 
Non-Commercial Aircraft Use 
Category: Finance 
Responsible Executive: Senior Vice President and Chief Financial Officer 
Responsible Office: Finance and Accounting 

 
1. PURPOSE 
Non-Commercial Aircraft use, with prior University President or designee approval, is permitted for University, Direct Support Organization (DSO) 
and/or UF Affiliate officers, employees, directors, trustees, contractors, students, and other personnel or accompanying persons who are 
traveling on University, DSO, and/or UF Affiliate Official Business when cost-justifiable and in the best interest of the University Enterprise. 
2. APPLICABILITY 
This Directive applies to all University, DSO, and UF Affiliate officers, employees, directors, trustees, contractors, students, and other personnel or 
Accompanying Travelers. Operational use by the University Athletic Association, in accordance with their policies and procedures, is excluded 
from this directive. 
3. DEFINITIONS 
Accompanying Travelers means individuals who, for the purpose of conducting UF/DSO/UF Affiliate Official Business, are accompanying any 
Permitted Passengers. 
Official Business means activities in support of the University, DSO, or UF Affiliate mission. 
Non-Commercial Aircraft means University Enterprise-owned aircraft, or any aircraft leased or chartered on behalf of the University Enterprise. 
Permitted Passengers means UF, DSO, or UF Affiliate officers, employees, directors, trustees, contractors, students, and other personnel who are 
flying on UF, DSO, or UF Affiliate Official Business with the prior approval of the University President or designee. 
Primary Traveler means the Permitted Passenger initiating the request for Non-Commercial Aircraft Use and responsible for ensuring all Permitted 
Passengers understand and comply with the Non-Commercial Aircraft Use directive. 
4. POLICY STATEMENT 
4.1 Directive Specifics 
4.1.1 Business Justification for Use. Non-Commercial Aircraft may be used to carry Permitted Passengers and Accompanying Travelers for 
Official Business only in one of the following instances: 
i. The destination is not served by commercial carriers. 
ii. The use of Non-Commercial Aircraft is the most cost-effective travel arrangement. 
iii. The time required to use a commercial carrier interferes with Permitted Passenger’s Official Business. 
iv. Emergency circumstances necessitating the use of Non-Commercial Aircraft. 
4.1.2. Travel Request. An individual covered by the Applicability section of this Directive may request approval from the University President or 
designee to use Non-Commercial Aircraft. Such a request must be approved prior to any such use. The request must be made by submission of a 
completed Request for Non-Commercial Aircraft Use form. The Non-Commercial Aircraft Use form must include information and documentation 
supporting Business Justification for use and the cost of Non- Commercial Aircraft with all other incurred and/or anticipated travel costs. The 
University President will inform the Board of Trustees Chair of the President’s use of Non-Commercial Aircraft utilizing the Non-Commercial 
Aircraft Use form. The President’s Office will provide copies of such forms to the Office of the Senior Vice President and Chief Financial Officer to 
be maintain for audit purposes. 
4.1.3. Use of Non-Commercial Aircraft. The University President or designee shall review the completed Request for Non- Commercial Aircraft 
Use form and accompanying information and documentation to determine if the requester has established a Business Justification under this 
Directive. The University President or designee has the discretion to deny any request, including when a Business Justification is established. If a 
request is approved, the University President or designee shall provide the Primary Traveler with documentation of such approval. The University 
President or designee may not approve use of any UAA owned aircraft if UAA reasonably advises that such aircraft is unavailable. 
4.1.4. Documentation. Approval of the Request for Non-Commercial Aircraft Use form must accompany the Primary Traveler and Permitted 
Passenger(s) during Non-Commercial Aircraft use. It is the responsibility of the Primary Traveler to maintain such documentation. The Office of the 
Senior Vice President and Chief Financial Officer must also maintain copies of all executed Request for Non-Commercial Aircraft Use forms. All 
travel costs must be properly recorded and accounted for within the 
University’s accounting system of record. 
4.1.5. Prohibited Use. Non-Commercial Aircraft may not be used for any activities that do not constitute a Business Justification for use, 
including but not limited to, the following: 
i. Use that deviates from or exceeds the use approved by the University President or designee. 
ii. Political or campaign activity. 
iii. Personal activity. 
iv. Activities that violate any law or UF, DSO, or UF Affiliate regulation, policy, or procedure. 
4.2 Review and Adjudication 
The Office of the Senior Vice President and Chief Financial Officer is responsible for overseeing implementation of and assuring compliance with 
this directive and may be contacted with questions about the directive or to report suspected violations. 
4.3 Directive Violations 
The University may take, or require a DSO or UF Affiliate to take, administrative or disciplinary action concerning violations of this directive, up to 
and including termination or expulsion. 
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