
Please note:  Form should be used prior to travel.

UW-System Administration Travel Request Form

THIS FORM MUST BE COMPLETED FOR ALL OUT-OF-STATE UW-SYSTEM ADMINISTRATION TRAVEL AND ANY IN-STATE TRAVEL FOR PROFESSIONAL DEVELOPMENT PURPOSES (CONFERENCES, WORKSHOPS, ETC.) REGARDLESS OF FUNDING SOURCE.  IT MUST BE SUBMITTED TO THE CABINET OFFICER FOR APPROVAL

This form must be attached to the Travel Expense Report {TER}.  Please also attach documentation (Example:  brochure, ad, invitation, costs already incurred, etc.) that would assist in justifying the trip.

In-State:   FORMCHECKBOX 

 Out-of-State:   FORMCHECKBOX 

    Destination:       
Name:       
Department:      
Fund:       

Projected Trip Cost:       
Trip Information:

Length-  # of Days:       
Departure Date:       
Return Date:      
Purpose of Trip:       
Official Function:  presenter, committee member, attendee:       
What methods have been explored to conduct this business without personal travel:  
     
Justification for Travel:       
Individuals who will be accompanying you on this trip:       
Department Head Approval: ______________________________________  Date: ________________ 

 FORMCHECKBOX 
  Approved    FORMCHECKBOX 
  Denied

Cabinet Officer's Signature: ______________________________________Date: __________________






OFFICE USE ONLY:

Upon final signature by Cabinet Officer, one copy of this form must be returned to the Traveler.

__  - Copy sent to Traveler


Sent by: __________________________   Date: ___________
Revised:  03/31/2005

