
 

 

Office of Facilities & Services
 Travel Authorization 

 
 
_______________________________       __________  ______________               _________________ 
                        Name            Shop     Work Order          Today’s Date 
 
_______________________________       
              Banner ID 
 
 

Purpose of Trip:  
______________________________________________________________________________________
______________________________________________________________________________________ 
     
 

Travel Destination(s):              Date(s) & Time(s) of Travel: 
 

                  Departure: 
 
                   Return:  
  

 

Claiming: 
 Per Diem        Actuals      Travel Advance 

 
 

 
  Registration   $____________      Vendor Name:  ___________________________   
  Meals Provided 
  Airfare               Airline:  ___________________________  
  Rental Car                      Size:  ___________________________  
  Service Vehicle 
 Motor Vehicle 
Motel                 Name:  ____________________________ 
Other:  ___________________________________________________________________ 

____________________________________________________________________________ 
 

 
Approved by:     _____________________________    _________________________    _____________ 
           Supervisor  Signature                            Print                 Date 
 
Approved by:     _____________________________    _________________________  _____________ 
             Director  Signature                                          Print                 Date 
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