Request for Travel funds

Department of Foreign Languages and Literatures

Name:  _______________________________________________________________________
Contact Telephone # for you (while you’re traveling):  _______________________________

Name of Organization:  _________________________________________________________
Dates of Conference:  ___________________________________________________________
Place:  _______________________________________________________________________
Dates of Travel: _______________________________________________________________
Purpose of Trip (circle one):
  Present Paper
Chair Panel
       Officer
        Editor

Title of Paper or reason for trip:  _________________________________________________
______________________________________________________________________________

Funding Source: STATE: 111101-591401
GRANT: _________________________________

F&A: _____________________________  
FOUNDATION: ___________________________

Estimated Travel Cost:
Air fare (least expensive round trip):





__________________
Mileage: (don’t worry about filing out; just need to know if you are using
__________________


a State car?)

(Use State car if available.  If a State car is not available mileage is $.555/mile)
Per Diem X # days:







_________________

(In-state: B-$8.00; L-$10.45; D-$17.90; Hotel-$63.90 = $100.25)

(Out-of-state: B-$8.00; L-$10.45; D-$20.30; Hotel-$75.60 = $114.35)
Registration Fee:







__________________
Transfers: 








__________________
Total:

                                                                                                __________________

50%









__________________
Amount Approved by Administrative Committee:


__________________
NB:
All expenses for which reimbursement is sought must be documented upon return


except meals.

Travel File Folder: FL&L Request for Travel Funds Form


