rTRAVEL REQUEST AND AUTHORIZATION

	Date:__8/3/12__________________
	
	

	
	
	

	To: Vice President for Business & Finance, CBX 021
	

	
	

	Check One:
	 Check One:
	

	[  ]  STANDING AUTHORIZATION
	[  ]  OUT-OF-STATE
	

	[ x ]  SPECIFIC AUTHORIZATION
	[ x ]  IN-STATE
	

	
	
	

	Is requested by____ _________________________________Employee ID#_____________________________________________

	
	

	Department of________________________________________________________ CBX__________________________________

	

	For travel to be charged to:

	

	Account Name
	_Office of the President________
	Account Number
	____________________
	Amount $
	___________

	Account Name
	____________________________
	Account Number
	____________________
	Amount $
	____________

	Account Name
	____________________________
	Account Number
	____________________
	Amount $
	____________

	Account Name
	____________________________
	Account Number
	____________________
	Amount $
	____________

	Purpose of Trip:
	__University Senate Governance Retreat________________________________________________

	Destination:
	_Callaway Gardens, Pine Mountain, GA_______________________________________________________

	Dates Involved:  From:
	_8/7/12________________________
	TO:
	__8/8/12________________________________

	Estimated Cost:
	$__________________
	
	

	TOTAL AMOUNT REQUESTED FROM ACCOUNT(S) SPECIFIED ABOVE:
	$_______________________________________

	pROVISION FOR COVERAGE OF ASSIGNMENT FOR THIS PERIOD OF TIME:
	____________________________________

	_________________________________________________________________________________________________________________

	_________________________________________________________________________________________________________________

	

	APPROVAL BY:
	OUT-OF-STATE APPROVAL BY:

	______________________________________________________
	______________________________________________________

	Chairman/Director


	Dean

	______________________________________________________
	______________________________________________________

	Other Administrator whose account is charged
	Chief of Staff/Vice President

	
	


OFFICIAL USE ONLY:
BUDGET FUNDS APPROVAL BY:

______________________________________________

Director of Budgets




