 SEQ CHAPTER \h \r 1WVSU RESEARCH AND DEVELOPMENT CORPORATION

REQUEST FOR TRAVEL

(To be Completed and Approved BEFORE travel occurs)
Funding Source: ​_______________________________ 
Name:_______________________________    Title:__________________________________ 
Name of Convention/Conference/Meeting: __________________________________________
Location:_______________________________________________________
Dates of Convention/Conference/Meeting: __________________________________________
Purpose for Attendance (i.e., Presentations/Participation, etc.) and Statement of Justification:                                                                                                                                                                                                                                                                                      


	Estimated Costs
	Direct Billed
	Reimbursed

	 Airfare
	
	

	 Vehicle Rental:
	
	

	 Personal Vehicle_______ mi. @_______ rate
	
	

	 Taxi/Ground Transportation:
	
	

	 Parking:
	
	

	 Registration:__________________________
	
	

	 Lodging $__________per _________night/s:
	
	

	 Facility Name:_____________________
	
	

	Meals: per diem rate ______ @ days_____=
	
	

	 Other Expenses:
	
	

	Subtotals of Estimated Expenses
	$
	$


Total Anticipated Costs $ _______________  Amount Approved $________________________




                     (Complete by Department Head or Title III Activity Director) 
Cash Advanced Total $     ______________________                                                                   

Requested By:  ________________________________________________Date ____________________________ 


Signature




    

Approved By:  
                              



       Date____________________________



 Department Head

Other Approval:   ______________________________________________Date____________________________
Budget Office:
______________________________________________Date____________________________
Approved By :  ___________________________________  Date ​​​​​​​​​___________________________                  
                                   R&D Corp Director of Business & Finance
Approved By: ________________________________________________Date_____________________________


Vice President of Research and Public Service

