


EXAMPLE 3 LAMAR UNIVERSITY F3.32
REQUEST TO TRAVEL AT UNIVERSITY EXPENSE

Name Maria Robeadds Scc. Sec_No _ 123456788 _ _ Date 03/16/06_.  _—-
Departmernit rinance-1ravel rosition — - Accounting Associate
Destination Birmingham AL Date(s) of Travel: From 04/10/06 To 04/12/06
Purpose of Travel To attend the Federal Travel Seminar 2006 3
214444 Cash Advance $— - Approvedby: -
Amount Dean's/ Division |
Administrator's Initials
4001 [ TX- Public Transportation Requested by
4002 | TX - Mileage Traveler
4004 | TX - Incidental Expenses
4005 | TX - Meals / Lodging Recommended by
4006 | NonTX- Public Transportationl- .~ 62000 [ .. . - - Department Head
4007 NonTX - Mileage 76.01
4008 NonTX - Actual Expenses
4008 - | NonTX - incidentat Expenses 60.60 Approved by - s
4010 | NonTX - Meals / Lodging 22200 - Uean / Division Adminisiraiol
4011 Fareign Travel
4012 | Prospective Employees ** *** FOREIGN TRAVEL *Fresesssasssss
4013 Registration Fees Attach an itinerary and "Foreign Travel Request and
TOTAL $978.01 Release of Liability” form; then, acquire approval below.
* Public Tranenordation: Airlinas, Rantal Car, Cab Fare - - Annraved hy -
* Incidental Expenses: Room Tax, Business Phone Calls, Parking Provost / EVP of Acad. Affairs
* Mileage: Persoral Car-Mileage = See Websitefor CumentRate— - - - — - ——
*Meals / Lodging: = See Website for Gurrent Rate Approved by )
President

Contact Person Building Phone #

(in Waehingten D.C } =

* Mozt compiste "Office of State-Federal Relations / Report of Siate Agency Tivelie Washingion DG foun errwebsiier o 7 -r oo
1 C ! T R T DT | TURT S Y U JOUNUR T N AR e P S WL Y P A T D T ' N

. Compiete and 1iig witn Wi 1ravel Gepaitiniéitn BEFr GRE  going On ip. {Note foreign travel insiruciions).

2. Must be approved by a person on the Lamar University President's Travel Approval List. - jito2/06 -









