
 
 
 
 
 
 
 
 
 

Request for Travel Authorization 
                
DATE        DEPARTMENT 
                
EMPLOYEE NAME      EMPLOYEE TITLE  

REASON FOR TRAVEL: □ COLLEGE BUSINESS          □ CONFERENCE/CONVENTION     □ STAFF TRAINING 
 
EXPLAIN REASON AND LIST NAMES OF OTHER EMPLOYESS ATTENDING: 
               
                
Travel Description 
 
AIR    RAIL    AUTO DEPARTURE      

CITY                                        DATE                         TIME 
ARRIVAL  
CITY                                        DATE                             TIME 

ESTIMATED 
COST 

□    □    □                                                                   ____a.m. 
                         


