DRL BUSINESS ADMINISTRATION SERVICES

Travel Advance or Travel Authorization
Please check one of the following boxes:

 FORMCHECKBOX 
 EES/IES            FORMCHECKBOX 
 Red Lodge            FORMCHECKBOX 
 Math            FORMCHECKBOX 
 PhysAstro            
PART I: General Information

	
	     
	
	     
	
	     
	
	     
	

	
	Date
	
	Last Name
	
	First Name
	
	Penn ID No.
	

	
	     
	
	     
	
	     
	
	     
	

	
	Purpose of Trip
	
	Destination
	
	Begin Date
	
	End Date
	


PART II: Travel Advance Request

	A.
	
	
	
	
	

	Payment to Traveler:  $
	     
	 FORMCHECKBOX 
 CASH ($200 maximum)
	 FORMCHECKBOX 
 CHECK ($50 per day maximum)

	
	
	
	
	
	

	B.
	
	
	
	
	

	Payment for:  $
	     
	 FORMCHECKBOX 
 Registration
	 FORMCHECKBOX 
 Hotel Deposit
	 FORMCHECKBOX 
 Other
	
	

	
	
	
	
	
	

	
	Name of Payee
	     
	

	
	Address of Payee:
	     
	

	
	
	     
	

	
	
	


PART III: Travel Authorization Request

	NOTE: Reservations MUST be made through an AMERICAN EXPRESS TRAVEL AGENCY.

	
	
	
	
	
	

	
	DATES
	
	DEPARTURE CITY
	
	ARRIVAL CITY
	

	
	     
	
	     
	
	     
	

	
	     
	
	     
	
	     
	

	
	     
	
	     
	
	     
	

	Mode of Transportation:
	 FORMCHECKBOX 
 Air
	 FORMCHECKBOX 
 Rail
	Car Rental:
	 FORMCHECKBOX 
 AVIS
	 FORMCHECKBOX 
 NATIONAL
	


	SIGNATURE of Faculty or Staff Member
	X
	

	If, within 30 days of the above End Date for this travel, I fail to account and/or reimburse the University for all monies advanced to me, I expressly authorize the University to withhold the monies from my salary at such amounts and times as the University deems appropriate.

	
	
	

	SIGNATURE of Student or Non-Employee
	X
	

	If, within 30 days of the above End Date for this travel, I fail to account and/or reimburse the University for all monies advanced to me, I understand that these monies are immediately due and owing to the University.


PART III: Travel Authorization Request

	
	     
	X
	
	
	     
	

	
	Principal Investigator/ Project Manager
	
	Signature of the Principal Investigator/ Project Manager
	
	Date

	
	
	
	
	
	

	
	     
	
	 FORMCHECKBOX 
 DOD    FORMCHECKBOX 
 DOE    FORMCHECKBOX 
 NIH    FORMCHECKBOX 
 NSF    FORMCHECKBOX 
 URF    FORMCHECKBOX 
 Other
	     
	

	
	Project/ Account Name
	
	
	
	


	FOR BUSINESS OFFICE USE ONLY
	


Updated: 5 Sept 2007

