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Travel / Vehicle Request Form  
Forms must be turned into the Graduate Assistant no later than 14 days prior to travel and required for all travel needing coordination of reservations and payment to outside vendors.
Team Name: 

Submitted By:


Name:



Phone #:

Travel Information:

Destination:




Departure:
Date:

Time: 


Return:

Date:

Time: 

Purpose of Travel: 

Lodging Info:


Name of hotel:



# of nights:



Cost (total)


Transportation:


Rental Vehicle:

Yes  
 No
If so, with whom: 


Cost (total):



Gas reimbursements for individuals:
Yes  
 No     If so, # of vehicles: 


Flying:

Yes
  
 No

If yes, with whom: 



Cost (total):



Other Costs:

Registration/Entry Fees:



*If this form is not turned in prior to travel dates, the University will not pay or reimburse for expenses incurred for team travel.
*Failure to turn in this request 14 days prior to travel will delay payment or reimbursement.
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