TRAVEL APPLICATION

	Name:
	
	TECH ID#:
	R

	

	Departure Date:
	
	Return Date:
	
	
	Purpose of Trip (check all that apply):

	
	
	
	Attend Conference

	Destination City/State:
	
	
	
	
	Travel between campuses

	
	
	
	Present Paper

	If foreign travel, what country:
	
	
	
	
	Continuing Education

	
	
	
	Other

	Amount to Encumber                Account Number(s):
	            _____ Research

	$
	
	
	
	
	Are you taking vacation on this trip?

	$
	
	
	
	
	
	
	yes
	
	no

	$
	
	
	
	
	Dates of Vacation:

	
	Are you claiming personal mileage?

	
	
	BUDGET INFORMATION:                FOP
	
	
	yes
	
	no

	
	Airfare will be
	$
	
	
	
	
	
	
	
	

	
	Hotel:
	$
	
	
	
	
	
	Note:  If you have a BOA

	
	Rental Car:
	$
	
	
	
	
	Travel Card, 
	you are not eligible
	

	
	Meals:
	$
	
	
	
	
	to receive a cash advance or a T.R.
	

	
	Other:
	$
	
	
	
	
	You must pick up your advance
	

	
	Total Budget:
	$
	
	
	
	
	two days prior to leave date in the
	

	
	
	
	
	
	
	Travel Office, 221 Drane Hall

	
	
Have you applied for funds from other sources?  Y   N    How much?


	Travel Explanation:  Please do not use acronyms (i.e., put American Institute of Architects not A.I.A)
· Travel for Faculty Research, Externally:
· Funded Programs:
· Faculty Travel, Other:
· Staff Travel:



Note:  If you are claiming personal auto mileage, please note in budget what the difference in cost is vs. airfare and  rental car

	

	

	
	
	will be teaching ARCH
	
	

	
	Name of Substitute Faculty
	
	Number, Days, Time
	

	Administrative Duties to be cared for by: 
	
	

	



Approved by: 			    	Date: 				$ Amount: 			
Note:  If travel is outside of contiguous U.S., receipts must be translated and currency converted.
