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West Virginia University at Parkersburg
TRAVEL AUTHORIZATION

	Traveler:
	
	Title:
	

	Office Extension:
	
	Date(s) of Travel:
	

	
	
	
	

	Destination:
	

	Travel Benefit to Institution: (Identify how and when information obtained from this travel/seminar will be shared with other college personnel.)

	

	
	
	
	

	

	
	
	
	

	Estimated Travel Costs

	
	
	
	

	Personal Vehicle or
State Vehicle (current rate)
	$
	
	

	Commercial Airfare:
	$
	
	

	Lodging:
	$
	
	

	Meals:
	$
	
	

	Registration Fees:
	$
	
	

	Total Estimated Cost of Travel
	$
	
	

	
	
	
	

	Budget Code:
	
	
	

	
	
	
	


Traveler’s Signature: _______________________________________________________________________










Date

Traveler’s Supervisor: ______________________________________________________________________










Date

Budget DA Supervisor (if not the same as traveler’s supervisor):_____________________________________________________










Date

Exe VP of Finance & Administration: ___________________________________________________________










Date
This form must be completed for all anticipated travel and approved in advance.  The approved form must be presented when reserving a State Car and must accompany the traveler’s request for expense reimbursement.  
Questions regarding travel may be directed to Extension 217 in the Purchasing Department.  
