
Travel Authorization Worksheet Date(s) of Travel

Facilities Planning & Management Date Submitted*

Name

Destination
State

Name of Hotel

**Each traveler must submit separate paperwork Phone #

Leave  Return  

     Date Time Date         Time

First Meeting Last Meeting

     Date Date         

Leaving from Muncie Returning to Muncie
Other (Specify) Other (Specify)

ANTICIPATED EXPENSES: Cash advances available only on a limited basis for travel over $75.00

Registration Fee Deadline for registration submission Registration

Air Fare One-Way Rental Car (attach  flight information) Air

Lodging nights per night (include applicable tax) Lodging

Vehicle Vehicle

Rental Pool miles x $ .016 per mile

Office Pool days x $ 15.00 per day

Personal Vehicle (prior authorization required)

miles x $0.40 per mile (1st 500 miles)

miles x $0.20 per mile (next 2,500 miles)

miles x $0.10 per mile (over 3,000 miles)

Miscellaneous Subsistence (Office use only) Miscellaneous

Parking   periods at 6.50/8.00

Taxi Less Meals Furnished

Car Rental Breakfast at 6.50/8.00

Road Tolls Lunch at 6.50/8.00 Subtotal
Dinner at 12.00/13.00

Subtotal

ADDITIONAL INFORMATION

APPROVAL

Supervisor Date Director Business Services Date

Superintendent Date Associate Vice President Date

Director Date

Time Time

Travel Arrangements
am

pm 

        am      
     

         pm    

am

pm 

Name(s) of Person(s) 
Accompanying You **

Plus 
Subsistence

Total

*Must be submitted to Department Head a minimum 
of  two weeks prior to registration due date. 

Title

Traveler

City

General Trip Information

Purpose

Attach brochure, agenda or additional information related to travel

        am
     

         pm    


	Date of Travel: 
	Date Submitted: 
	Name: 
	Title: 
	Others: 
	Purpose: 
	City Destination: 
	State: 
	Hotel: 
	Phone #: 
	Leave: Off
	Return: Off
	Leave Date: 
	Leave Time: 
	1st Mtg Date: 
	1st Mtg Time: 
	Mtg Time: Off
	Return Date: 
	Return Time: 
	Last Mtg Date: 
	Last Mtg Time: 
	Last Mtg: Off
	Leave Muncie: Off
	Leave From: 
	Return to: 
	Return to Muncie: Off
	Registration Deadline: 
	Registration Fee: 0.00
	1 Way Rental: 0.00
	Registration Total: 0
	Air Fare: 0.00
	Air Travel Total: 0
	Type Vehicle: Off
	# Nights: 
	Cost per night: 0.00
	# Miles: 0
	Per Mile: .16
	Per Day: 15.00
	Total Day $: 0
	# Days: 0
	Total Mileage $: 0
	Total Personal Mileage: 0
	Lodging Total: 0
	Taxi: 0
	Car Rental: 0
	Road Tolls: 0
	Specify 1: 
	Other 1: 
	Specifiy 2: 
	Other 2: 
	Parking: 0
	Misc Total: 0
	Additional Information: 
	Print: Print
	Clear: Clear
	Vehicle Total: 0
	Subtotal: 0
	Text1: 
	Text2: 
	Text3: 
	Ttl Personal Mileage at : 
	40: 0

	Ttl Personal miles at : 
	20: 0

	Ttl Personal Miles at 10 cents: 0
	Personal Miles : 
	40: 0

	Personal Miles at : 
	20: 0

	Personal miles at 10 cents: 0
	40 mile: .40
	20 cents mile: .20
	10 cents mile: .10
	Text5: * In State Maximum $79 + tax per night


