TRAVEL REQUEST

To be completed prior to arranging any travel

	Requested By: 

	Emergency Phone: 

	Absent From: 
	To:  

	Destination:       

	

	Disposition of Work While Absent (Name):       

	Purpose (be specific):      


	Title of Presentation:     


	Comments:      



EXPENSES

	Airfare:$
	UPT?              Acct. No.
	Travel Agency:  Corporate

	Car Rental:$ 
	Other transportation: $
	Mileage:       

	Other Allowable Expenses:$     
	Per diem for  $           days      

	Registration?          Amount$            Prepaid?$                   
	Honorarium?                Amount: $     

	Expenses paid by:      


     








(Project ID#)           (Departmental Travel, Grant, Host, etc.)


Please note rules for travel:  We cannot reimburse Texas state hotel occupancy tax.  You will be given a Hotel Occupancy Tax Exemption Certificate to present when checking in.

Allow at least one week for processing if you want to use the UPT to purchase airfare.  Corporate World Travel Planners must ticket airfare.

We must have receipts for airfare, parking, hotel (itemized), and registration fee.  Be sure to check with Diana for the maximum amount allowable per night for hotel and the maximum amount allowable per day for meals.  Be sure to keep track of your meals so we can make sure you get reimbursed for everything you spend.

Keep track of the taxis you take.  We need to know where you took the taxi from, your destination and amount.
If you have any questions regarding your trip, please talk to Diana in Accounts Management.

Signature






Supervisor (Faculty) Approval

Approved:







Joel B. Baseman, Ph.D., Chair
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