	
	Glenville State College Travel Authorization Form

	Traveler
	     


	Title
	     

	Department
	     

	Purpose of Travel
	     

	Date
	11/2/2010

	Date
	Time
	
	City/State
	
	City/State

	     
	     
	From

	     
	To
	     

	     
	     
	From

	     
	To
	     

	     
	     
	From

	     
	To
	     

	
	
	From

	
	To
	

	Expenses
	
	
	Details
	Amount

	Transportation
	
	
	|_|Air
	|_|Taxi
	|_|Rental car
	|_|Other
	[bookmark: TranspAmt1]$     

	Own car
	
	
	Mileage  
	 
	
	
	[bookmark: OwnCarAmt]$     

	Lodging
	
	
	
	
	
	
	$     

	Meals
	
	
	(Not to exceed $35 In State/ $50/day Out of State)
	
	
	
	[bookmark: MealsAmt3]$     

	Conference fees
	
	
	[bookmark: ConfPurp1]Purpose      
	[bookmark: ConfAmt1]$     

	Other
	
	
	[bookmark: OtherPurpose1]Purpose      
	[bookmark: OtherAmt1]$     

	Subtotal
	
	
	
	[bookmark: Subtotal]$     

	Amount of cash advance requested (if applicable)
	
	[bookmark: PaidbyCo]$(     )

	Amount accepted in lieu of actual expenses(if applicable)
	
	[bookmark: Total]$     

	Accounting Distribution
e

	FUND
	     
	ORGN
	     
	ACCT
	     
	AMT
	$     

	FUND
	     
	ORGN
	     
	ACCT
	     
	AMT
	$     

	FUND
	     
	ORGN
	     
	ACCT
	     
	AMT
	$     

	
	
	Approval
	

	Traveler’s Signature
	
	Date
	     

	Departmental Approval Signature
	
	Date
	     




