
Date Submitted: Date(s) of Travel:

Date of Meeting: Dept Name/Dept #:

Requested by:

Name of Participants:

Destination:

Name of Conference or Meeting:

Purpose of Travel:

Supervisor Approval:

Additional Approval:

Additional Approval:

Expense Item
Requester Complete: 

Expense Account #
Requester Complete: 
Estimated Cost of Trip

For Acct Dept Use Only: 
Actual Cost of Trip

Conference Registration Fee

Airfare

Ground Travel (Auto, Taxi, Parking, etc.)

Lodging 

Food 

Other Expense (specify)

Other Expense (specify)

   Total Cost of Trip

For Purchasing Dept Use Only:

Received Date:

Dept/Acct Code: Budget Available:

Dept/Acct Code: Budget Available:

Dept/Acct Code: Budget Available:

Distribution: White - Requester, Yellow - Accounts Payable, Pink - Purchasing

TRAVEL & CONFERENCE REQUISITION FORM
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