APPLICATION FOR EMPLOYEE TRAVEL
(Return completed form to your Supervisor for final approval)
[image: image2.png]



DATE:  






	Last name:  
	First name:  

	Department:  
	Phone Number:  


REASON FOR TRAVEL: (Indicate which of the following)
	Department Business
	

	Conference (Title)
	


Attach any additional information you have regarding your reason for travel (i.e., Conference Brochure)
DETAILS:
	Destination
	

	Dates for Travel
	


	COSTS (e.g. per diem, taxi, etc.)  
	TRANSPORTATION (air fare economy)  

	
	Registration Fee:  

	
	Costs:  

	
	TOTAL:  

	Source of Funding?             Account Number:   

	Advance Requested?          □ No                    □ Yes 
	(If Yes, specify amount)  


Do you have a University provided Smartphone (e.g. Apple/Samsung/Blackberry)?

Are you traveling outside of Canada?

You must arrange for Roaming Travel Plans through the Service Desk prior to leaving the country.

- Roaming includes:  Data (email, browsing the Internet), Voice (talking on the phone), Text Messages.


[image: image1]
Signature of Applicant:  






Date:  






I approve of the travel
Area Supervisor:  





 
Date:  






February 12, 2020

