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	AUTHORIZATION FOR TRAVEL
	REF. NO.__________



	TRAVELER INFORMATION

	Name of Traveler         
	NMU IN #       
	      
	 FORMCHECKBOX 
 Faculty

 FORMCHECKBOX 
 Staff

 FORMCHECKBOX 
 Student

	Home Address              
	

	Department                   
	Telephone No
	      
	

	TRIP INFORMATION

	Destination       

	Purpose            

	 FORMCHECKBOX 
  AAUP Contractual Travel
	 Planned Departure Date       
	 Planned Return Date      

	ESTIMATED COSTS

	Transportation
	Estimated
Costs
	Pre

Pay
	Accounting
Use Only

	 FORMCHECKBOX 
Airline
	$      
	
	$

	Has Traveler purchased own ticket?
	
	
	

	 FORMCHECKBOX 
 Yes     FORMCHECKBOX 
 No, purchase order to be authorized
	
	
	

	to       (Travel Agency)
	
	
	

	 FORMCHECKBOX 
Automobile     Estimated total miles      
	$      
	
	

	 FORMCHECKBOX 
Private Car
	
	
	

	 FORMCHECKBOX 
Motor Pool Vehicle
	
	
	

	 FORMCHECKBOX 
Midsize    FORMCHECKBOX 
Station Wagon    FORMCHECKBOX 
Van
	
	
	

	Desired Time of Pickup 
	
	
	

	Driver’s Name 
	
	
	

	Driver’s License No. 
	
	
	

	Passengers 
	
	
	


	 FORMCHECKBOX 
University Bus
	$      
	
	

	 FORMCHECKBOX 
Charter Bus
	$      
	
	

	 FORMCHECKBOX 
Other Transportation (specify) 
	$      
	
	

	Lodging
	$      
	
	

	Meals
	$      
	
	

	Conference Fee
	$      
	
	

	Cab/Limo
	$      
	
	

	Other (specify)     
	$      
	
	

	TOTAL
	$      
	
	$

	*Pre-Pay – A completed Check Request must be attached for each prepayment
	
	

	TRAVEL ADVANCE REQUEST

	Travel advances are only available for travel outside of the United States or when taking student groups on trips. 
Please enter the amount of your request $      . Advances will be available 3 days prior to departure.

	ACCOUNTS DISTRIBUTION
	SIGNATURES

	Organization #                 Acct#
	

	     
	-      
	$      
	Traveler                                          Date

	     
	-      
	$      
	
	$      

	     
	-      
	$      
	Financial Manager                         Date

	     
	-      
	$      
	

	TOTAL
	$      
	Other                                              Date


