Tarleton State University
Travel Request

I respectfully request permission to be absent from my designated headquarters from:

am/pm through am/pm
(Time) (Date) (Time) (Date)

BLANKET REQUEST? YES I:l NO |_|

DESTINATION AND PURPOSE OF

TRAVEL:
MODE OF TRANSPORTATION: (©) Privately Owned Auto (O Air Travel
(©) Rent Car (O College Vehicle
(©) Train (© Accompanying another party

When two, three, or four employees with the same itinerary on the same dates are required to travel on the same official state business, mileage
reimbursement for only one of the employees will be allowed. Each employee must have a travel request.

I will be accompanied by

EXPENSE TO BE CHARGED TO:

ACCOUNT NAME: ACCOUNT NUMBER:

ESTIMATED EXPENSES: $

SIGNATURE OF THE TRAVELER DATE
TITLE
DEPARTMENT
________________________________________________________________________________________________________________________________________|]
Approval:

DATE
HEAD OF DEPARTMENT

DATE
DEAN OF SCHOOL/ADMINISTRATOR

DATE
VICE PRESIDENT

DATE

PRESIDENT
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