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	TRAVEL AUTHORIZATION REQUEST (TAR) FORM

	EMPLOYEE NAME: 

     
	EMPLOYEE NO.:

	TRIP ESTIMATE:

     
	   THIS SPACE FOR

ACCOUNTING USE ONLY

	DESTINATION(City/State):
     
	PURPOSE OF TRIP:
     
	TAR#:  

	DURATION OF TRIP (# Days):
     
	DEPARTURE DATE:
     
	RETURN DATE:
     
	CHARGE NUMBER:



	TRANSPORTATION ACCOMMODATIONS:

Air   FORMCHECKBOX 

Train    FORMCHECKBOX 

Rental Car    FORMCHECKBOX 
         Personal Car    FORMCHECKBOX 
 
	

	Personal Auto:  

      
	Approx. Total Miles:
     
	Reason:
     
	Additional Notes:

	Rental Car:  
     
	Date of Pickup:

     
	No. of Days Required:
     
	

	Airline/Flight#:

      
	Departure:

     
	Return:

     
	

	Train #:

      
	Departure:

     
	Return:

     
	

	Hotel Name/

City, State, Country
	
	Check-In

Date
	No. of 

Nights
	Hotel 

Nightly Rate
	Per Diem (Lodging Only)

	
	
	
	
	
	Rate ($ Amt)
	Location

	
	
	
	
	$
	$
	

	
	
	
	
	
	
	

	
	
	
	
	$
	$
	

	
	
	
	
	
	
	

	
	
	
	
	$
	$
	

	
	
	
	
	
	
	

	Other Requests or Comments:

	     

	     

	DATE
	COMPANY(IES) TO BE VISITED
	PERSON(S) TO BE VISITED/PHONE NUMBER

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	I understand that any amount due to the Company will be deducted from my final payroll check.

	SIGNATURE OF REQUESTOR
	
	DATE
	TRAVEL ADVANCE REQUIRED:
	$     

	     
	
	     
	
	

	SIGNATURE OF MANAGER
	
	
	ACH#
	     
	DATE
	     

	     
	
	     
	

	
	
	
	
	
	

	
	
	     
	
	
	

	Additional Information

	1. Complete form before trip and secure required approvals and signatures for travel and cash advance

	2.  If no cash advance is requested, enter “None” in the block “Travel Advance Required”

	3.  Retain copy for your records 

	4.  If space provided in form is inadequate, use plain bond paper and prepare continuation sheet.
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