
WVSU 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. @

Taxi/Ground Transportation

Parking

Registration 

Lodging $ per night/s

Facility Name:

Meals

Other Expenses
Subtotals of Estimated Expenses

Total Anticipated Costs  $ Amount Approved $

(Complete by Department Head or Title III Activity Director)

Requested By: Date
Signature

Approved By: Date
Dean or Department Head

Approved By: Date
Vice President of Administrative Area

Other Approval: Date
(i.e., Academic Programs and Title III Academic Support Activities Coordinator, etc)

Approved By: Date
R&D Corp Business Services OFfice
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