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Authorization to Travel

 

Complete this form to document approval prior to travel.

This is an optional form for department use.  

	Employee Name

     
	Employee ID

     

	Travel Destination:

     

	Travel Dates:



	From:       

	To:     


Record the purpose for travel and how it benefits the University. 

	                                                                                                                                                   


Account number(s) to be charged:

	Fund
	DeptID        
	Prog
	PCBU
	Proj
	Activity
	Account
	CF 1
	CF 2
	CS

	        
	     
	     
	     
	     
	 
	     
	     
	     
	  

	    
	     
	     
	     
	     
	 
	     
	     
	     
	  

	    
	     
	     
	     
	     
	 
	     
	     
	     
	  


Estimated expenses

	Type of Expense
	Estimated Amount

	Airfare  
	$0.00

	Car rental
	$0.00

	Lodging
	$0.00

	Meals
	$0.00

	Other:
	$0.00

	
	

	
	

	Total Estimated Expenses
	$0.00


	Employee Signature


	Date

     

	Authorized Signature


	Date

     


�
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