TRAVEL REQUEST WORKSHEET

Name
     





Destination      
Date      






Dept. Acct. #       
Soc. Sec. #      





Grant Acct. #      
Describe fully the nature and purpose of the travel.      
Describe the method of travel and all expected expenses.  Beginning July 1, 2006, there is a $41.00 a day limit on meals broken down as follows:  $8.00 breakfast; $10.00 lunch; $23.00 dinner.  The high cost areas are no longer in effect.  Mileage is calculated at 44.5 cents per mile prior to January 1, 2007.  Effective January 1, 2007 mileage is calculated at 48.5 cents per mile.  University employees using their privately owned vehicles (POV) and claiming reimbursement on an Expense Statement must deduct their normal commute mileage from the total miles driven when the trip begins from or ends at home.  REMEMBER that EVERYTHING requires an original receipt, except food.

	Air Travel***
	     
	Phone/Fax
	     

	Registration
	     
	Ground Transportation
	     

	Hotel
	     
	Mileage/Personal Car
	     

	Food
	     
	Other
	     

	Car Rental
	     
	TOTAL
	     


Other information:  (Will a portion be paid with personal expenses?  Are you sharing a room?  Is this a 24-hour ticket, etc?)       
Travel  Agency***      




Your Phone No.      
Airline      
Departure Date/Time      




Return Date/Time      
Airport Departure From      



Airport Going To      
***If you are getting your own ticket, please give me a copy of the itinerary or give me all details.

This travel is directly related to the project and all prior written approvals have been obtained from the sponsoring agency.  

Yes  FORMCHECKBOX 
       No  FORMCHECKBOX 

