
Travel request
Nothing is booked until it is approved.

* Required

Send this at least two weeks before you travel, or 30 days for an international trip. Please don’t book anything until it is approved.

Your name * As it appears on your ID, for bookings. Work email *

Department Your manager or approver *

Where are you going? * City, and country if abroad. Domestic or international? * Domestic International

If International: Will you take a work laptop or use work systems abroad? Yes No

What is the trip for? * Name the conference or meeting in full, and say how it helps your work.

Leaving on *

e.g. 22 Sep 2026

Leaving at Roughly, for the first leg.

hh:mm

Back on *

e.g. 22 Sep 2026

Back at

hh:mm

How will you travel? * Fly Own car (mileage) Rental car Work or fleet vehicle Train or bus With a colleague

Anyone else from here going? Say if you are sharing a room or a car.

Item Amount

Fares: flights, trains or buses (estimate) $

Mileage in your own car (estimate)
Distance times your mileage rate. $

Rental car (estimate) $

Parking and tolls (estimate) $

Lodging (estimate) $

Registration or fees $

Meals and incidentals (estimate) $

Estimated trip cost $

Budget or grant to charge * Do you need a travel advance? Yes No

Conference brochure or agenda Attached

Travel policy *

I have read the travel policy and will not book until this is approved.

Your signature * Date *

e.g. 22 Sep 2026

Approvals

Decision Approved Denied

Supervisor: name Signature Date

e.g. 22 Sep 2026

Department head: name Signature Date

e.g. 22 Sep 2026

Finance: name Signature Date

e.g. 22 Sep 2026
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