California State University, Sacramento
TRAVEL REQUEST

Approval for Travel without University Reimbursement
Requestor/Traveler:




  Department:






Contact Number: 





  Email: 







[image: image1]
Signatures/Approval
I certify that the purpose of this trip is for University business.  I understand that University funding is unavailable at this time to cover costs for this travel.
Requestor



Signature 



Printed Name

Date
I approve this travel request as official University business.
Approving Official 


Signature 



Printed Name

Date
Title: 











Please keep the original signed request in the office travel file.  
Accounts Payable - Attach to claim if funding becomes available later.

Request Date:							





Destination:	 									





Travel Dates:  	 									





Purpose of Trip: 									





											





Transportation Type: 								











