Travel Authorization (TA)      
	Personal and Department Information

	Traveler name
	     
	[bookmark: Text7]Bear Number      
	[bookmark: Check5][bookmark: Check6]Employee |_|yes  |_|No

	College/School/Program
	     

	Travel Authorization completed by
(Name and campus phone number)
	     

	Travel Information

	Destination
	     

	Departure date
	     
	Departure time:
(from home)
	     

	Return date
	     
	Return Time:
(home)
	     

	Is this trip essential for scholarly development?  Define the purpose for travel, eg (athletic, recruiting, or student  travel)

	     

	Rental car agency
	

	Estimated Expense Information

	Rental Car Amount 

	     
	

	Airfare Amount 
	     
	

	Registration Fee Amount
	     
	     Attach copy of reg. form or if  
                                     attending a conference attach agenda                                                       

	Lodging Amount
	     
	

	Ground Transportation
	     
	This includes taxi, shuttle, tolls, parking

	Per Diem requested
Attach a list for additional student travelers.  Each student traveler must sign for cash received and include with travel expense sheet.
	      Breakfast
      Lunch
     Dinner
     Incidentals
$0.00Total M/I
	This amount will be deposited into your account prior to your trip
Please only include those meals NOT provided by the conference.
Breakfast – $7.00 (leave home prior to 5am)
Lunch      -  $11.00
Dinner       -  $18.00 (return home after 8pm)
Incidentals - $3.00 ea overnight stay domestic
Incidentals - $15.00 ea overnight stay international

	Total Estimated Expenses
	$0.00

	                           Total Funding Amount

	$0.00

	[bookmark: text1][bookmark: Text2]F            
O           
P             
[bookmark: text3]Actvy        $     
	F            
O           
P              
[bookmark: text15]Actvy         $     
	F            
O            
P             
[bookmark: text16]Actvy         $     

	***AMOUNT LOADED ON UNC VISA CARD  
	$0.00
	
	
	

	Unfunded travel
(Traveler Obligation)
	$0.00

	Make sure that all applicable signatures are obtained by using the Signature Approval level guide  
	Signature Approval levels needed on TA:
Overnight OR out-of-state     -          Traveler, Supervisor, FOAP, Dean/Director

International Travel                -          All of the above AND pre-approval     
                                                              from the Senior VP of Finance Administration
OSP funded  (Fund/Org)        -          Fund/Org

	
________________________          _____________________
Traveler Signature                          Date
(not required)
	
____________________    __________________  __________
Approver Signature            Print name                   Date
       SIGNATURE IS APPROVING: (PLEASE CHECK ALL THAT APPLY)
[bookmark: Check1][bookmark: Check3][bookmark: Check4]|_| FOAP  |_| SUPERVISOR  |_| OUT OF STATE/OVERNIGHT TRAVEL  

Fund/Org:                               Amount:      

	
___________________     __________________   ________  
Approver Signature           Print name                    Date                   
   SIGNATURE IS APPROVING: (PLEASE CHECK ALL THAT APPLY)
|_| FOAP    |_| SUPERVISOR  |_| OUT OF STATE/OVERNIGHT TRAVEL  
          
    Fund/Org:                        Amount:      
	
____________________    __________________  __________
Approver Signature            Print name                   Date
SIGNATURE IS APPROVING: (PLEASE CHECK ALL THAT APPLY)
|_| FOAP  |_| SUPERVISOR |_| OUT OF STATE/OVERNIGHT TRAVEL

Fund/Org:                           Amount:      

	International travel requires Provost Pre-approval and
 Signature                                                                             
                                                                                                 ____________________________________   _____________
                                                                                                 International Travel Approval Signature                    Date
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