School of Information 

Request for Travel Authorization

Name: ________________________________________                    Today’s Date:  ________________________________________
(Print name as it appears in travel document identification)
 Destination: _________________________________Departure date:  _________________________Return Date: _______________________
	Purpose of Travel/Please mark one:

· Attend meeting, conference, etc.

Name of the conference ___________________________

_______________________________________________

· Conduct Lecture or teach course.

· Perform research activities.

· Participate in or officiate at an event.

· Recruit prospective employee or student.

· Site or field visit.

· Serve as expert witness.

· Present original research paper.

· Fundraising.

· Negotiate a contract.

· Prospective employee

· Other_______________________________
	Benefit to University/Please mark one:

· Help accomplish research objectives.

· Help fulfill contract provisions.

· Enhance grad/undergrad curriculum.

· Enhance performance of job duties.

· Enhance University operations.

· Enhance reputation of the University.

· Raise funds for faculty/student support.

· Other_____________________________



	
	Disposition of Duties/Please mark one:

· No classes missed

· Duties assumed by colleagues or staff.

· Duties require travel.

· Duties held until return.

· Other_____________________________


Travel Arrangement:
Do you need Kathleen to book your flight?     Yes   or No                                                            If yes, what would your ideal arrangement be?
	Date/Time to Leave
	Departure Airline & Flight Number (if known)
	Date/Time to Return
	Return Airline & Flight Number (if known)


Do you need Kathleen to arrange a rental car? Yes or No 
	Circle  the rental Company Choice:
Avis – Alamo – Dollar
	Pick Up Date & Time:
	Return Date & Time
	Drop Off Location


Limits for Lodging and Meals for a quick reference: 
	State Funded Accounts: 14 & 20
	Local Accounts: 19, 26, and 30

	Travel in Texas:

Check Federal per diem rates.  If a Texas city is not listed, the limits are $36 for meal & $85 for lodging

	Travel Outside Texas:

Federal per diem rates used

	Travel in Texas:

Meals: $41 per day

Lodging: $179 per day
	Travel Outside Texas:

Meals: $41 per day

Lodging: $284 per day




Will you be applying for a faculty travel grant for this trip?

· Yes 


· No

Source(s) of funding for this trip: ________________________________________________________

	Account Number/Name (if known)


	Or              No cost to UT


Return this form to Kathleen at least 2 weeks prior to departure date. 

Revision Date:  01/2010
