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TRAVEL AND BUSINESS 
EXPENSE APPROVAL


[bookmark: _Toc457530643][bookmark: _Toc5969940][bookmark: _Toc5972404][bookmark: _Toc17696308][bookmark: _Toc34624328]REQUEST FOR APPROVAL FOR TRAVEL
Submit prior to making any reservations and no later than four weeks prior to date of proposed trip.

Date of Request for Approval: ________________

Name: _____________________________________   Title: _____________________________

__________________________________________ 	        ____________________________
Complete Name of Convention, Association or Meeting	                      Location of Meeting

________________________
Dates of Meeting		


Purpose of convention, association, or meeting.  _______________________________________

______________________________________________________________________________


Estimated Cost of Requested Conference/Seminar, Air Flights, Hotels and Other Transportation Costs	
								
		   COST				COMMENTS

Hotel		$________	________________________________________________

Conference	$________	________________________________________________

Meals 	  	$________	________________________________________________

Car Rental	$________	(if alternate transportation is not available)______________

Other	  	$________	________________________________________________

Total		$________	________________________________________________


I acknowledge I have read and understand the travel policy and that the expenditures incurred and reported here are in accordance with this policy.  ______________________________________
				               	                Signature of Employee

Approval:	

____________________________________________		_________________________
Director, Senior Director, COO or Archbishop			      	Date	


Form  FIN-1
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