
(For international trips, please �ll out International Travel Request Form) 

*ALL TRAVEL REQUIRES PRIOR AUTHORIZATION
SECTION I 

DESTINATION ACCOUNT INFORMATION

SECTION II: COMPLETE IF REQUESTING AN ADVANCE OR IF ESTIMATE IS NEEDED 

   Check One Box:       Estimate only      Request for Advance (Prior to trip) 

LODGING TRANSPORTATION CONFERENCE

TRAVELER INFORMATION 
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(For international trips, please �ll out International Travel Request Form) 

SECTION III: Signature Approval 
For Philanthropic Account Expenditures Over $750 Must Receive Dean or VP Approval 

____________________________________________  ______________________________________________________ 

 Traveler's Signature  D ate   Authorized Account Signer Approval  Date 

____________________________________________  ______________________________________________________ 

Foundation Approval  Date    Director/Dean/Dept. Head/ Supervisor Approval    Date 

Page 2 of 2 


	Name: 
	Phone: 
	Departure Date: 
	Return Date: 
	Student or Other: Off
	Purpose of Trip: 
	City 1: 
	City 2: 
	State 1: 
	State 2: 
	Account Number: 
	Account Number 2: 
	Object Code: 
	Object Code 2: 
	Amount Charged 1: 
	Amount Charged 2: 
	Estimate or Request: Off
	Breakfast - Number of Days: 
	Breakfast - Meal Totals: 
	Breakfast - Amounts Payable to Traveler: 
	Lunch - Number of Days: 
	Dinner - Number of Days: 
	Lunch - Meal Totals: 
	Dinner - Meal Totals: 
	Lunch - Amounts Payable to Traveler: 
	Dinner - Amounts Payable to Traveler: 
	Lodging - Amounts Payable to Other: 
	Lodging - Amounts Payable to Traveler: 
	Transportation - Amounts Payable to Other: 
	Transportation - Amounts Payable to Traveler: 
	Conference Registration - Amounts Payable to Other: 
	Other (Specify): 
	Conference Registration - Amounts Payable to Traveler: 
	Other - Amounts Payable to Traveler: 
	Totals: 
	Only 80% Advance Provided to Traveler: 
	Mail to or Call or Direct Pay: Off
	Mail Advance to Address: 
	Call Ext: 
	Payee Name: 
	Address: 
	City/State/Zip: 
	Payee Name 2: 
	Payee Name 3: 
	Address 2: 
	Address 3: 
	City/State/Zip 2: 
	City/State/Zip 3: 
	Mail to or Hold: Off
	Mail to or Hold 2: Off
	Mail to or Hold 3: Off
	Date 2: 
	Date 1: 
	Date 3: 
	Date 4: 
	Other: 


