MIT Libraries
REQUEST FOR TRAVEL SUPPORT

Traveler should complete Section I. and Ill. (Expense Worksheet on reverse side) of request, and obtain Department Head'’s signature of support in Section Il. Departme

submits request t@ppropriate Associate Director for approval. Associate Director forwards form to Human Resources Administrator for signature. Original of approved request is
then forwarded toLibraries' Financial Administrator and a copy of the request is returnetigoetjuester.

Section I. Travel Details

Name of Traveler: Library Unit:

Name of Event: Event Location:

Dates of Travel: Amount Requested (from Worksheet):
Trip Number this Fiscal Y ear: of Account number to be charged*:

*if not to be charged to Libraries general Travel Account

Justification for Attendance:f¢r determination of travel type and approval; please provide substantive and meaningful information about purpose
for attendance and proposed activities, if office is held in sponsoring organization or a paper is being presented, benefits to Libraries or personal development, etf.

Section Il.Approval

Signature of Department Hedddicates support of requést

Initials of Steering Committee Membeéndicates approval of requést

Signature of Human Resources Administrator (Date)
Not Approved Approved Amount
Travel Type: Administrative (full funding) _ Skill Development (full funding) Professional Development (partial funding)

Administrative -for benefit of Libraries, usually to represent the Libraries in an official capacity or to conduct business on behalf of the Libraries.

Skill Development for benefit of individual and the Libraries to receive timely, job-related training and/or skill development, necessary to effectively perform
specific job responsibilities.

Professional Developmentprimarily for benefit of individual’s personal and professional growth.



Section lll.  Expense Worksheet

[l [l [l [l [l
Transportation : Quote or Lodging : Cost Meals * : Cost Registration + : Cost Misc. : Cost

i Estimate I I (description) | (please I

i i : : itemize) |
Air Fare : Room Cost | Number of | Regular : Agent Fee |

| per Night 1 Days | Conference | |

| | | | |

| | | | |

I I I I I
Rail Fare : Number Of : Per Diem : Pre- : Internet :

[ Nights I X Rate I x $42.00 Conference | Connectivity

| | | l Fee per Day |

T T T T T
Bus/Cab/Shutle | : : : Number of |
Fare I = I I Days I X

| | | | |

| | | | |

| | | | |
Mileage Cost : mi. | Sat. stay : : : :
(for use of | reg forlow | | [ =
private auto) | X $.50 airfare? ! ! ! !

I I I I I
Rental Car ! No lodging | : : :

[ requested/ | [ [ [

: required : : : :

i i i i i

| | | | |

| | | | |

! ! ! ! ! TOTAL ¥
Subtotal<> | $ Subtota> | $ Subtota> | $ Subtotal= | $ Subtota> | $ $

* reimbursable for administrative or skill development travel only

Additional Comments or Information:
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