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Travel Authorization Request
This form should be received in the Dean’s Office at least 30 DAYS prior to your departure and should be filled out by all Faculty and Staff of the College of Humanities, Social Sciences & Arts who are traveling domestically or internationally, regardless.
	
	Date of Request:      
	


	Last Name:
	     
	
	Department:
	     

	First Name:
	     
	
	Date of Departure:
	     

	Destination:
	     
	
	Date of Return:
	     


	Description/Purpose:      


TRANSPORTATION INFORMATION

Name(s) of other person(s) accompanying you:      
If this is Foreign Travel, have you submitted your Foreign Travel Request packet in Concur?    FORMCHECKBOX 
  Yes       FORMCHECKBOX 
 No
Will you be using any of this time for personal travel?     FORMCHECKBOX 
  Yes       FORMCHECKBOX 
 No
CLASSROOM ARRANGEMENTS

	Class (Course and Section No.)
	Arrangements During Absence
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FUNDING INFORMATION

Will the University (Department, CHSSA, Provost, Global Programs, etc.) be providing you any funding? 

If yes, please fill out sections below. If no, please continue to signatures.      FORMCHECKBOX 
  Yes       FORMCHECKBOX 
 No

	ESTIMATED EXPENSES


	Registration Fees

	     

	Airfare

	     

	Car Rental

	     

	Taxi/Bus Fare

	     

	Parking

	     

	Mileage Reimbursement

	     

	Lodging

	     

	Meals

	     

	Other/Please Specify:

     
	     

	TOTAL EXPENSES

	     


	
	FUNDING SOURCES
Funding Department
Account Number
Amount
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     




REQUIRED SIGNATURES
_____________________________________     __________
     _____________________________________
__________

Requestor’s Signature



Date
     Department Head’s Signature


Date

_____________________________________     __________
Dean’s Signature




Date
Revised 08/01/2019

