	TRAVEL AUTHORIZATION FORM
Lerner College of Business & Economics

	Name        
	Date Submitted for Approval



	Purpose of Trip/(please include conference name)
	Date of Departure


	Date of Return



	Type of Participation  
	Destination City / Cities


	ESTIMATED EXPENSES

	Transportation – UD procard
*Business Class airfare will not be reimbursed unless approved by the Dean’s Office in advance of the trip.
	Airfare
	$

	
	Car
	$

	
	Other
	$

	Registration Fee – UD procard
	$

	Lodging – UD procard 
	$ 

	Meals for Traveler (per diem) – personal card preferred. Must provide receipts if use UD procard. ** see calculation below for maximum amount.
	$

	Business Hosting Meals – must be charged to UD procard with itemized receipt
	$

	Parking
	$

	Taxi
	$

	Other (specify)
	$

	Total Estimated
	$

	Total Approved
	$

	  
	

	
	

	  **Per Diem Allowance for meals and incidentals:

      # of full days _____         # of travel days______           

 Max total request = Daily per diem rate x # of full days + .75 x per diem rate x # of travel days
	

	Source of unit funding (title & account code)

	Amount of other funding (i.e., non-unit), if any.

	Signature
	Date

	Travel By Faculty & Staff Requires Approval Only by the Chair/Director Unless Dean’s Office Funding is involved.

	Approval by Chair / Director
	Date

	Chair / Director comments

	Travel By Chairs & Directors and any Travel Involving Dean’s Office Funding Requires Approval by the Dean.

	Dean Approval
	Date

	Dean’s Comments

	Source of funds (if applies)

	Copies to

	· Travel expenses must be processed within 5 days after your return.

· Actual reimbursement may be less than the total shown above as approved because of UD travel policy restrictions. UD Travel Regulations are available at  http://www.udel.edu/procurement/policies.html .
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