[image: ]Travel Request Form
Submit at least 30 days prior to travel
	Name: 
	Kelsey Bridges 	                                          

	Date of Request:
	                      

	Travel Dates:
	                       

	Site:  
	☐ UC-NCORP    

	
	☐ SMC (SC024)   

	
	☐ AnMed (SC064)   

	
	☐ BSSF (SC108)

	Grant Related:
	☐ Alliance     
	☐ SWOG  

	
	☐ ECOG - ACRIN
	☐ URCC   

	
	☐ NCI     
	☐ Wake Forest  

	
	☐ NRG     
	☐ Other :                                               

	Stipend from Research Base or Committee:
	☐ No

	
	☐ Yes, check all that apply
	☐ Airfare

	
	
	☐ Hotel 

	
	
	☐ Parking/Tolls 

	
	
	☐ Ground Transportation (Uber) 

	
	
	☐ Meals 

	
	
	☐ Mileage 

	Travel Support Requested:
-Airfare must be booked at least 3 weeks ahead
-Hotels must be group rate  
Refer to:
3017 Travel Policy and Procedure
	☐ Airfare: $ Click or tap here to enter text.

	
	☐ Hotel - # of nights:                           Total: $                           

	
	☐ Parking/Tolls: $                                             

	
	☐ Ground Transportation (Uber):$          

	
	☐ Meals: $                

	
	☐ Approximate mileage ($0.575 per mile):$                         

	
	Estimated Total: $ Click or tap here to enter text.

	Comments:
	Click or tap here to enter text.

	UN-NCORP Use Only

	Budgeted? ☐ Yes     ☐ No:                                                 
	Leadership Approval: ☐ Yes    ☐ No

	Adequate Travel Funds Available?  ☐ Yes    ☐ No 
	Date Traveler Notified:                                      

	Approved by: 
	Date Approved:                                       

	Approved by VP: 
	Date Approved:                                       
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