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Request for Student Travel Authorization

Requestor’s Name:
Date of Request:
Destination (need City and State):
Departure date and time:
Return date and time:
Purpose of the trip:

List of travelers (please attach to a separate paper if needed and identify as student or staff):

Fees 
· Transportation
· Lodging (please list cost per room and how many rooms)
· Food
· Registration fees
Budget Index to be charged: _____
Approvals:
Budget Manager:_____________________________________________Date:___________

Director of Academics:__________________________________________Date:___________

[bookmark: _GoBack]Provost: _____________________________________________________Date:___________

Chief Business Officer:_________________________________________Date:___________

RBC President: _______________________________________________Date:___________
(if over $1,000 or out of state)

RBC Travel Coordinator:________________________________________Date:___________
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