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	Date of Request:
	
	Employee’s Name:
	     

	
 (Due to RTI 10 business days prior to travel date)

	Travel Date(s):
	     
	University:
	     

	

	Travel Destination(s):       
	Project to be Charged:
	     

	
	
	

	
	
	

	

	

	Provider/Sponsor:
	     
	Title:
	     

	
	If applicable
	
	If no title, provide simple description of task

	

	Specific Purpose/Benefits:  (State clearly and specifically how this travel is necessary for the accomplishment of the project objectives and/or how attendance at this meeting or conference will benefit TxDOT’s Research or Implementation Program.)  Include justification for multiple travelers to the same meeting or conference.  If presenting a paper, also see TxDOT review requirements in Chapter 6, Section 2, of the University Handbook.

	      

	

	Estimated Costs1
	
	*Other Items:
	
	Expense Notes:

	
	Airfare
	$0.00
	
	List other items and costs as appropriate.
	
	Provide additional information if required or necessary.

	
	Car Rental
	$0.00
	
	     
	
	

	
	Private Car Mileage
	$0.00
	
	
	
	

	
	Meals
	$0.00
	
	
	
	

	
	Lodging
	$0.00
	
	
	
	

	
	Hotel Occupancy Tax
	$0.00
	
	
	
	

	
	Other Travel Costs*
	$0.00
	
	
	
	

	
	Total Travel Costs
	$0.00 FORMTEXT 

$0.00

	
	
	
	

	
	Registration
	$0.00
	
	
	
	

	
	Other Non-travel Costs
	$0.00
	
	
	
	

	
	Total Costs
	$0.00 FORMTEXT 

$0.00

	
	
	
	


1Estimated costs shown may not exceed applicable allowances, but they may be less than those allowances if/when appropriate.  If estimates shown exceed allowances (whether intentionally or inadvertently), approval of this request and this document is not approval to pay costs in excess of allowances.

	

	


	
	
	
	Date:
	

	For RTI  use only.
	
	Employee Signature
	
	

	
	
	
	Date:
	

	
	_____ Approved
	
	Supervisor Signature
	
	

	
	
	
	
	Date:
	

	
	_____ Not Approved
	
	Project Director Signature -or- Recommendation of Approval Attached
	
	

	
	
	
	Date:
	

	
	
	RTI Engineer Signature (Recommending Approval)
	
	

	University Notified
	
	
	Date:
	

	Date__________
	
	RTI Director Signature/Approval
	
	

	
	
	
	Date:
	

	
	
	Deputy Executive Director (for foreign travel)
	
	

	


With few exceptions, you are entitled to be informed about the information the department collects about you.  Texas Government Code, §§552.021, 552.023 and 559.004 further entitles you to receive and review the information on request and to ask the department to correct any information about you that is incorrect.
1

