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DBBE
Department of Public Health Sciences     Travel/Procurement Request Form 
~ Funding Source ~ 
~ Travel Expense / Itinerary ~  
Estimated Expenses: 
Departure:  
Return: 
All rental cars require prior approval with justification (attach this to travel request form). Rental cars without prior approval will not be reimbursed.  Please include meeting announcement with travel request.   Approved requests should be submitted at least three (3) weeks prior to travel.   International travel requests should be submitted at least four (4) weeks in advance. Requests for reimbursement must be made no longer than 60 days after returning from trip.
~ Procurement ~  
Requestor Signature: ______________________________________Date:_________
Authorized Signature (Funding) ______________________________Date:_________  
TAG  __________________  
Page # 
Stock # 
Description 
Qty 
Unit of 
Issue 
Unit 
Price 
Extension 
(within 48hrs) 
Seating Preference:
Department of Public Health Sciences Travel/Procurement Request Form 
Further Explanation 
1. 

  Funding Source:  The funding source should be specific. Indicate Other  if Startup, Equipment, Computer, 
Teaching Assistant (students) funds will be used (specify which).    
2. 
Estimated Expenses: Indicate anticipated expenses for ground transportation, mileage, and hotel. This allows for 
funds to be committed.  
3. 
Registration Fees:  Include registration form or link to registration website. 

  4.   
       Purpose:  Give clear explanation of the purpose of travel. Attach meeting announcement to request.  
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