[bookmark: _GoBack]Carnegie Mellon University – International Finance
International Travel Registration Form – “ITRF”

This form is an essential tool used to gather information about individuals traveling for CMU business purposes.  In conjunction with the Request for Transportation Ticket Form, the ITRF is required to gain a firm understanding of each traveler’s relationship with the university so that appropriate travel accommodations & insurance coverage can be obtained, booked and confirmed.

Individuals requesting international travel itineraries are required to submit this form to the International Finance Travel Analyst at qartravl@andrew.cmu.edu.  The Analyst will use the information contained on this form as an aide in scheduling the requested travel itinerary and will distribute to the Human Resource department for VISA and Insurance processing.

	1.  Traveler Information:

	Full Name (as it appears on passport): 
	

	NOTE:  The Traveler must have a current passport with at least six months of validity left on the passport beyond the anticipated return date from Qatar.  There must also be at least one blank visa page in the passport; amendment pages DO NOT fulfill this requirement. Please attach a scanned color image of your passport.

	Scanned passport image attached:
	    Yes                 No            * - required to obtain entry Visa

	Gender (required):  
	                Male           Female 

	Date of birth (required):  
	

	Purpose of travel (please be specific and outline CMU business purpose):




	

	2.  Traveler contact info:
	Emergency contact info:
	Sponsor contact info:

	Department:
	Name:
	Name:

	E-mail:
	E-mail:
	E-mail:

	Phone:                                                            Phone:
	Department:

	Work:
	Work:
	Admin. Asst:

	Home:
	Home:
	Admin Asst Email:

	Cell:
	Cell:
	

	
	

	3. University Affiliation:  Check One
	Purpose of Visit:  please check all that apply:

	Faculty           Staff           Student  
	CMU Business Travel                   

	Teaching or Course Assistant              
	Conference/Event                          

	Independent Consultant                       
	Expatriate Assignment                  

	Family Member                                    
	Pre-Employment trip                     

	Invited Guest                                        
	Other: (please provide description below)   

	
	

	
	

	
	




	4.  Destination Information:

	Please provide a description of all flight destinations (original departure city and final arrival city) and dates of travel.  Standard itineraries from Pittsburgh to Qatar will route through Washington’s Dulles airport or New York’s JFK airport.  If your travel does not follow this path, a detailed explanation of the requested itinerary routing will be necessary so that International Finance can determine if your trip includes personal or other business travel that will require additional approvals or possibly some level of personal financial responsibility.

	Example:
Date of Departure: 10/20/11
	
	
Departure City: Pittsburgh, PA
	

	Date of Arrival: 10/21/11
	
	Arrival City: Doha, Qatar
	

	Flight segment purpose: Traveling to Qatar to begin 3 year LTE assignment with the Student Affairs department.

	Date of Departure:
	
	Departure City:
	

	Date of Arrival:
	
	Arrival City:
	

	Flight segment purpose:

	Date of Departure:
	
	Departure City:
	

	Date of Arrival:
	
	Arrival City:
	

	Flight segment purpose:

	Date of Departure:
	
	Departure City:
	

	Date of Arrival:
	
	Arrival City:
	

	Flight segment purpose:

	Date of Departure:
	
	Departure City:
	

	Date of Arrival:
	
	Arrival City:
	

	Flight segment purpose:

	Date of Departure:
	
	Departure City:
	

	Date of Arrival:
	
	Arrival City:
	

	Flight segment purpose:



	5. Additional Information/Comments:
Please feel free to add any additional information/comments regarding your travel plans.

	

	

	

	

	




Traveler’s signature: _________________________________    Date: _________________
1

