 WKU CEBS BLANKET TRAVEL AUTHORIZATION FORM
For travel less than 150 miles one-way and/or no overnight travel. 

This request must be approved before travel occurs.
Applicant Information:
	Applicant Name:
	
	I hereby certify this activity involves official University business relevant to the duties of my position.
	
	

	
	(Please print)
	
	Signature
	

	Applicant Status (Please check):
	Faculty    FORMCHECKBOX 

	Staff    FORMCHECKBOX 

	Student   FORMCHECKBOX 
*

	Applicant Employment Status (Please check):
	WKU Employee    FORMCHECKBOX 

	Not a WKU Employee    FORMCHECKBOX 


	
	
	


Blanket Trip Information:
	Semester(s):
	
	
	

	# of Trips Expected:
	

	Destination(s):
	

	Purpose of Trips:
	


Please check the category that best describes the purpose for your request:
	 FORMCHECKBOX 
 KTIP 

	 FORMCHECKBOX 
 Student Teacher Observation

	 FORMCHECKBOX 
 Clinical Supervision

	 FORMCHECKBOX 
 Grants

	 FORMCHECKBOX 
 Other


TOTAL projected expense for this activity:
	Mileage
	$ 
	Gas
	$ 
	Miscellaneous Expenses*:
	$ 

	
	
	TOTAL EXPENSES:
	$ 
	
	

	*Please describe below as specifically as possible “Other Transportation” or “Miscellaneous Expenses” you are requesting:  



	By my signature below, I hereby request authorization for travel and certify:

1. I have made satisfactory arrangements for my responsibilities and duties during the period of my requested absences.

2. I will not drive on University business without a valid driver’s license.

3. I have read and understood WKU’s Travel Policy and agree to abide by all procedures contained therein.

	Requestor Signature:


	
	
	$
	
	

	Date Form Submitted
	
	Amount approved by 
Dept. Head/Supervisor
	
	Dept. Head/Supervisor Signature

	
	
	(Must be completed and signed before being sent to Dean’s Office)

	For Dean’s Office Use Only
	
	
	
	

	Request Funded By:
	
	$
	
	

	 FORMCHECKBOX 
 CEX
	
	Amount approved by Dean
	
	Dean’s Signature

	
	
	
	
	

	 FORMCHECKBOX 
 OP
 FORMCHECKBOX 
 DELO
 FORMCHECKBOX 
 Grant


	
	$
	
	

	
	
	Amt. approved by another source
	
	Signature


Revised 03/2011 by TK

