Faculty Request for Travel Funds

(Approval Required Prior To Travel to Receive Reimbursement)
Date:       



Name:      






ID #:      


Event:       









Event Date:        



Type of Academic Travel: 
Conference Attendance (only)   FORMCHECKBOX 

Panelist, Meeting Officer, Discussant   FORMCHECKBOX 

Paper or Poster Presentation   FORMCHECKBOX 
  

Other:       
Administrative Travel:
Yes  FORMCHECKBOX 


Account Number:      -       -        -      
Title of Presentation:       







Event Location:       



City:                                               State:       
Mark here if this involves international travel  FORMCHECKBOX 
 


 (Country:      )
Have you received any other academic travel funds this academic year? (Please list destination and funding)
     










































Faculty Member Signature:       





   Date:       



Department Chair Approval:                                                                        Date:       



Dean Approval:       
                                                                        Date:       



                                     Academic Affairs Travel Funds Approved:

$       

Request Authorized:





 










Date:  ___________


 

Provost and Vice President for Academic Affairs
       
Other Funds Approved:  $ ________________









Account:  ________________________
*Applicant is required to furnish proof of type of participation before the meeting.
	Description
	Requested
	Expended
	Account Number

	Registration
	$        
	$        
	   -      -       -      


	Transportation
	$        
	$        
	   -      -       -      


	Lodging
	$        
	$        
	   -      -       -      


	Food
	$        
	$        
	   -      -       -      


	Other 
	$        
	$        
	   -      -       -      


	Total
	$        
	$        
	   -      -       -      



Comments:      






















































A copy of this form must be submitted to the Office of Academic Affairs upon conclusion of the travel with the “Expended” column completed.

In addition, all expenses charged to a University UMB Procurement Card must be recorded on a UMB Log at the end of the month with the original receipts (detailed and charge summary) attached and submitted to the Office of Academic Affairs for reconciliation.
If you are requesting a reimbursement for expenses paid by personal funds, please include the original receipts (detailed and charge summary) with this form. 

Reimbursement Authorization:
_____________________________________



Date:  ___________________  
Provost and Vice President for Academic Affairs



Amount:  ________________  
