College of Education and Human Development
PRE-Travel Request for Funding

Academic Year 2011-2012
MUST be approved by the Dean’s office 14 Days PRIOR to Travel
REQUIRED Documents: Pre-Approval Travel Form Request and Official documentation of presentation acceptance and description of conference.
Today’s Date: ____________________

Name: _______________________________________________________________________________
Department: _________________________________  
Rank:________________________________
Title of Paper:_________________________________________________________________________

Name of Conference: ___________________________________________________________________

Dates of Travel:_____________________
Destination:________________________________________

 Estimated Amount requested
     Amount Received YTD 
           Total requested this trip
	Airfare
	$
	
	Dean’s Funds
	$
	
	Dean’s
	

	 Hotel
	$
	
	Dept Funds
	$
	
	Department
	

	Transportation
	$
	
	Grant Funds
	$
	
	Grant Fund
	

	Registration
	$
	
	Other
	$
	
	Other
	

	Other
	$
	
	 
	
	
	
	

	Total Requested
	$
	
	
	
	
	
	


Amount Funding Available this Trip (Non-University) _____________________________________
Source of Non-University Funding:
________________________________________________
____________________________________________________________________________________
____________________________________________________________________________________
____________________________________________________________________________________
Signature Approvals:
Department Chair:  _____________________________________________Date:___________

Asst Dean: _____________________________________________________Date:___________

Dean: _________________________________________________________Date:___________

For Dean’s Office use only (speed-type approval for Departments)  NOTE TO FACULTY:  After receiving approval from the Dean’s Office and 







concluding travel, please be sure to save all original receipts for submission with 
	Dean 
	

	Dept
	

	Grant
	

	Other
	

	Approval from EL
	


your travel reimbursement.  Original receipts must have the form of payment, and if paid by VISA, MasterCard, or PayPal please make sure that the last 4 digits of your credit card number are included.  Please see the controller’s website for more information regarding policies for reimbursement submissions.  Bank statements and Pay pal are not acceptable forms of receipts.  
Please visit the website below for more policy information: http://www.umb.edu/administration_finance/controller/forms_controller.html
