T3 REV 03/10 

CAMERON UNIVERSITY
TRAVEL REQUEST FOR LEAVE AND REIMBURSEMENT
NAME _____________________________________________________________    CU I.D.# _______________________________   
SCHOOL/DEPT ___________________________________________  ACCT. NO ______________  NUMBER OF PASSENGERS _________
DESTINATION ________________________________________________________________________________________________________
 APPROVED SUBJECT TO FUNDS BEING AVAILABLE

 

REASON FOR REQUEST _______________________________________________________________________________________________________________

DEPARTURE DATE ________________ TIME ________________ A.M./P.M.
RETURN DATE ________________ TIME ________________ A.M./P.M.
TRAVEL TIME REQUESTED TO AND FROM __________________________________ CONFERENCE DAYS _____________________________________
(    ) REIMBURSEMENT REQUESTED (Check appropriate items below)


(    ) NO REIMBURSEMENT REQUESTED
(    ) University Vehicles


(    ) Meals (If gone 24 hrs or more)


(    ) Registration $ ____________________    

(    ) Credit Card



(    ) Lodging




(    ) Mileage, Personal: 

(    ) Turnpike Tickets (pick up)


(    ) *Coach Airfare $ _____________



Vehicle Tag # _______________
(    ) Miscellaneous $ _____________

(    ) Turnpike Tickets (reimbursed)

*Air Travel: All Airline Tickets are to be purchased through the state designated travel agents. Call ext. 5769, Room 101, Administration Building, for information.

Applications must be properly executed 72 hours prior to the date of travel if reimbursement is requested. Listed below is the highest level official responsible for approving travel requests for employees:

PRESIDENT:
Approves all out-of-state travel requests. Approves all travel requests for members of the Executive Council, the Director of KCCU Radio, and the Athletic Director.

VICE PRESIDENT FOR ACADEMIC AFFAIRS:    

Approves in-state travel requests for all School Deans and all other employees who report directly to the Vice President for Academic Affairs. The Vice President for Academic Affairs will also approve travel requests for any employee under the above mentioned Deans and Directors upon request from the dean or the director. 

VICE PRESIDENT FOR BUSINESS AND FINANCE:
Approves in-state travel requests for all employees who report directly to the Vice President for Business and Finance.

VICE PRESIDENT FOR STUDENT SERVICES:

Approves in-state travel requests for all department heads under Student Services.

VICE PRESIDENT FOR UNIVERSITY ADVANCEMENT:

Approves in-state travel requests for the Director of Government and Community Relations, the Director of Development, and the Director of Alumni Relations.

DEANS:

Approve in-state travel requests for all Department Chairs and Associate Deans, and all employees in their respective school’s departments.
DEPARTMENT CHAIRS:

Approve in-state travel requests for all employees in their respective departments and submit the travel requests to the appropriate Dean for his/her approval before submitting the travel requests to the Business Office.

DIRECTORS:

Approve in-state travel requests for all employees in their respective departments.

Upon approval, one copy of this form will be retained by the Vice President for Business and Finance, Room 101, Administration Building, one copy sent to the approving Dean or major Director, and one to the person requesting approval for travel. When a University vehicle is requested, a fourth copy should go to the Director of Physical Facilities. Contact the Business Office immediately upon return if reimbursement is involved.
SIGNED _______________________________________ DATE ____________    APPROVED             __                                                     DATE _____________

Person Requesting Travel





Department Chairman
APPROVED ____________________________________ DATE ____________    APPROVED             __                                                    DATE _____________

      Dean





                                    Administrative Head
APPROVED ____________________________________ DATE ____________    APPROVED             __                                                    DATE _____________


      Vice President for Business and Finance 




 President



          or Designee




EQUAL OPPORTUNITY/AFFIRMATIVE ACTION EMPLOYER

