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GENERAL COLLEGE TRAVEL REQUEST FORM
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	Name
	     
	Social Security #
	     
	Today’s Date
	10/26/2006 FORMTEXT 

5/17/2004


	Home Address
	      
Street
	      
City
	   
State
	      
Zip

	Business Frequent Flyer Account #       
*Whenever public funds are used to pay for airline travel, benefits earned must revert to the public agency.

	Trip Dates:
	      to      
	Destination:
	     

	Describe the professional activity for which you are requesting support.  If you are a presenter, please include the title of your presentation. If traveling on sponsored funds, benefit to the project must be provided.

	     



	Item
	Estimate
	Will seek reimbursement
	Form of payment
Note: Purchasing card can ONLY be used
for airfare and conference registration.

	Travel (airfare)
	$0.00
	 FORMDROPDOWN 

	 FORMDROPDOWN 

     

	

	Ground Transportation
	$0.00
	 FORMDROPDOWN 

	 FORMDROPDOWN 

     


	Lodging
	$0.00
	 FORMDROPDOWN 

	 FORMDROPDOWN 

     


	Meals
	$0.00
	 FORMDROPDOWN 

	 FORMDROPDOWN 

     


	Conference Registration
	$0.00
	 FORMDROPDOWN 

	 FORMDROPDOWN 

     


	Other
	$0.00
	 FORMDROPDOWN 

	 FORMDROPDOWN 

     


	Total Estimate Expenses
	$0.00

	APPROVAL:   Account information and travel amount approved must be completed by the signing authority.

	FUND
AREA
ORG
AMOUNT APPROVED
    
   
    
$      
    
   
    
$      
    
   
    
$      

	_________________________________________________________________

Director/Supervisor/Grant PI                                                  Date

_________________________________________________________________

Dean/Administrative Officer                                                   Date


POLICY:


ALL TRAVEL MUST BE APPROVED PRIOR TO DEPARTURE.


Please complete and submit this form for approval at least four weeks prior to the departure date.


Note:  General College policy requires submission of expense receipts within 30 days of return date.
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