	CRAVEN COMMUNITY COLLEGE

	TRAVEL REQUEST (Overnight)

	
	

	PART I
	REQUEST FOR OVERNIGHT TRAVEL AUTHORIZATION

	
	
	
	
	
	

	Name
	     
	Employee #
	     
	Date of Request
	     

	
	
	
	
	
	

	Destination
	     
	Departure Date
	     
	Return Date
	     

	
	
	
	
	
	

	Purpose
	     

	
	
	
	
	
	

	PART II
	ESTIMATED EXPENDITURES

	Method of Transportation
	
	
	
	

	
	A.
	 FORMCHECKBOX 
 Air Fare
	 FORMCHECKBOX 
 Bus
	 FORMCHECKBOX 
 Rail (Round Trip)
	
	     

	
	
	
	
	
	
	

	
	B.
	If private car is used
	     
	miles @ $.555

	
	     

	
	
	
	
	

	
	C.
	Budget Code
	     
	

	
	
	
	
	
	

	
	D.
	Will you request prepayment of airfare?
	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No
	

	
	
	
	
	
	
	

	Subsistence
	
	
	
	

	
	A.
	Room rate per day
	     
	x number of days      
	
	     

	
	
	Lodging Maximum I/S $63.90, O/S $75.60 (plus tax)
	
	
	

	
	
	
	
	
	
	

	
	B.
	Meal allowance per day
	     
	x number of days      
	
	     

	
	
	Breakfast $8.00, Lunch $10.45, Dinner I/S $17.90, O/S $20.30
	
	

	
	
	
	
	
	
	

	
	C.
	Budget Code
	     
	     
	

	
	
	
	Rooming
	Meals
	

	Other Expenses
	
	
	
	

	
	A.
	Registration Fee(s) Prepaid
	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No
	     

	
	
	
	
	
	
	

	
	B.
	Tuition Prepaid
	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No
	     

	
	
	
	
	
	
	

	
	C.
	Rental Cars/Taxi
	
	
	     

	
	
	
	
	
	
	

	
	D.
	Internet 
	I am requesting internet access in order to perform my duties while away
	duties while away
	     

	
	
	
	
	
	
	

	
	E.
	Budget Code
	     
	     
	

	
	
	
	
	
	
	

	
	TOTAL ESTIMATED EXPENDITURES
	
	
	     

	
	
	
	
	
	
	

	Excess requested for
	 FORMCHECKBOX 
 Registration
	 FORMCHECKBOX 
 Room Allowance
	
	

	
	
	
	
	
	
	

	Signature of Traveler
	
	

	
	
	
	
	
	
	

	PART III
	TRAVEL ADVANCE REQUEST
	
	
	

	
	NOTICE:  Advance payment cannot exceed 90% of the estimated travel cost, must be requested two weeks in advance
	

	
	and will be granted only if total estimated cost is at least $100.
	

	
	
	
	
	
	
	

	
	Do you request advanced payment?
	 FORMCHECKBOX 
 No
	 FORMCHECKBOX 
 Yes
	

	
	
	
	
	
	
	

	
	If yes, what amount?
	     
	Date Needed
	     
	

	
	
	
	
	(Cannot be prior to 5 days in advance of trip)
	

	
	
	
	
	
	
	

	Signature of Traveler
	
	

	
	
	
	
	
	
	

	PART IV
	APPROVAL
	
	
	

	
	
	

	
	Date
	

	Administrator
	
	
	

	
	Date
	

	Advance Authorized (Business Manager)
	
	
	


Form Preparation

1. Complete Section I and Section II for any travel involving overnight stay.

2. Complete Section III only if you are requesting an advance.

3. Forward the original and one copy to the Business Office.  

4. Advances must be requested two weeks prior to date needed.

5. Advances cannot be made over 5 days prior to travel.

6. Advances will not be made unless estimated cost of trip is at least $100.

7. Request for pre-payment of air fair, registration fee, or tuition must be made separately and two weeks prior to date payment is required. 

8. Pre-payment of registration fee will be made only if the fee exceeds $30.
