| SWTJC NON-LOCAL/OVERNIGHT TRAVEL REQUEST/REIMBURSEMENT FORM

Department:

Date Submitted:

Traveler's Name:

@

Departure Date & Time:

Street Address:

Return Date & Time:

City, State, Zip:

Travel Destination:

Colleague ID#

Travel Purpose:

SECTION A: TRAVEL REQUEST/ANTICIPATED TRAVEL EXPENSES (PRE-TRAVEL)

4)

REQUESTED PREPAYMENTS

@ ESTIMATE

Payee

Purpose Amount | CK | PO CC

Hotel Expense $

Registration

. *%k%k
Meals - Per Diem

Travel-Air

Travel - Mileage

wmwnlnlnln

Other

PP

TOTAL ESTIMATE ‘ $0

TOTAL PREPAYMENTS (A)$ 0

Top Signatures Pre-Travel Estimate Approval

|_| Requesting Travel P-card

(5) s

7
Traveler Signature Date Supervisor (or Prof Develpmnt Officer) Signature Date VP Signature Date
SECTION B: ACTUAL TRAVEL EXPENSES (POST-TRAVEL) (ALL EXPENSES INCLUDING PREPAYMENTS)
Day | Day 2 Day 3 Day 4 Day 5 Day 6 Day 7 TOTALS
Date/Dates
Each City
Number of Miles
Mileage $ Amount | $ $ $ $ $ $ $ $
Parking/Tolls $ $ $ $ $ $ $ $
@ Rental Car/Taxi/Bus |$ $ S S S S S S
Airfare $ $ $ $ $ $ $ $
Hotel $ $ $ $ $ $ $ $
Registration Fees $ $ $ $ $ $ $ $
Meals Per diem
75% first & last day) $ $ $ $ $ $ $ $
Other $ $ $ $ $ $ $ $
Other $ $ $ $ $ $ $ $
Other $ $ $ $ $ $ $ $
DAILY TOTALS  $ |$ $ $ $ $ $ $ (B)s
(6) Fund RECONCILIATION
Department Total Travel Expenses ®$
Object Less Prepaid & Travel P-card Cost ®$
Location - Amount Due Traveler $
Amount Fro{B) $ Amount Due SWTIC  §

Bottom Signatures Post-Travel Approval

Traveler Signature Date

Supervisor Signature

Date Date

VP Signature
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	Department: 
	Travelers Name: 
	Street Address: 
	City State Zip: 
	Colleague Id# (ex: 170982): 
	Travel Purpose (ex: NAEP Annual conference): 
	Travel Destination (City, State): 
	Estimated hotel costs: 
	Estimated Registration fee: 
	Estimated Meal costs - see per diem: 
	Estimated Airfare: 
	Estimated mileage costs: 
	Total travel estimate: 0
	Check for Yes to load Travel Pcard: Off
	Estimated Other costs: 
	Fund (example: 12): 
	Object code (example: 5111): 
	Department (example: 100201): 
	Location (example: 01): 
	Enter amount you will need on P-card: 
	Purpose ex: Registration: 
	Enter Payee ex: NAEP: 
	Ex: Travel Advance per diem meals: 
	Amount 1: 
	Amount 2: 
	Other Payee: 
	Other: 
	Amount 3: 
	Payee name (ex: your name for travel advance): 
	Date Submitted - mm/dd/yy: 
	Departure Date  Time - mm/dd/yy: 
	Return Date  Time - mm/dd/yy: 
	Other Payee2: 
	Amount4: 
	Other2: 
	Other Payee3: 
	Other3: 
	Amount5: 
	Other Payee4: 
	Other4: 
	Amount6: 
	Total Prepayments: 0


