
TO:               Director of Business & Finance, R&D 
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FROM:    

DATE:            

RE:         

I am requesting approval for ___________________________________ to travel to 
_____________________________ from _______________ to _________________
to attend ____________________________________________________________.

The purpose is to (include details here): 

Below are the estimates of the travel expenses:

: _______ 
(travel coordinator initials)

TRAVEL EXPENSE COST
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	Purchase Order #: 
	Funding source: 
	Project #: 
	From (coordinator/traveler): 
	Today's date: 
	Location of event: 
	Departure date: 
	Return date: 
	title of the event/meeting: 
	purpose/justification: 
	airfare: 
	registration: 
	rental car: 
	mileage: 
	taxi/tolls: 
	lodging: 
	per diem: 
	Total: 0
	Traveler Name: 
	per diem/mileage: 0
	Traveler Name 2: 
	Other amount: 
	coordinator's initials: 


