
Sample Request for 
Business Travel

Date Requested: _______________ Estimated Date(s) of Travel: _______________ to _______________

Destination:  From � _______________________________  To � _______________________________

Purpose of Trip:  _______________________________________________________________________

_____________________________________________________________________________________

Accompanied by: ______________________________________________________________________

Expenses to be Charged to:  Fiscal account # ________________   Program account # _______________

Airfare $ _________ Hotel $ _________ Meals $_________ Registration $_________ Other $_________

Total Estimated Expense $ ____________________

Name (Print): _______________________________________ Title: _____________________________

Signature:       _______________________________________ Date: _________________

Approval Recommended: ______________________________ Date: _________________
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