	Finance Office

College Hall #108

(202) 540-8519 – VideoPhone

(202) 651-5299 – Voice
(202) 448-6920 – FAX
	Faculty Development Grant
Travel Advance / Reimbursement Form
             (Attach email or front cover of faculty development grant proposal submitted)

	Today’s Date
	
	Travel Order #
	                                                                       (created by dept 
                                                                         to identify trip)                                                                                                           

	Name
	
	Campus Address
	

	Home Address
	Street
	

	
	City
	
	State
	
	Zip Code
	

	Date Development Proposal Submitted
	
	Proposal $$ Requested:
	Is this an International trip?  No   
If Yes,         date Intl. Travel Summary submitted
Date:

	Grant Awarded
	Yes      and Date Awarded:                      Pending     
	

	Duration of Trip
	From
	Date


	Time


	To
	Date


	Time


	Destination
	

	Traveler’s Dept. agrees to cover $_____________  of 

additional expenses.      
	Traveler’s Department will NOT cover additional expenses  ______

	Detail of Expenses                               
	
	Charges to Dept’s GU Credit Card
	 Grant Budget
	Actual Expenses

	Item
	Description
	
	
	
	

	Lodging
	
	
	
	

	Meals  (Include agenda of planned conferences/mtg with meal provided)
	
	
	
	

	Transportation (air,rail,car)
(Include reservation confirmation with pre-approval form)
	
	
	
	

	Registration Fee
	
	
	
	

	Other Expenses (taxis, baggage fees, parking, etc)
	
	
	
	

	Total
	Receipts must be attached to support actual expenses.

Per diem rates may be used for meal expenses in lieu of receipts.
	
	

	Note: Signed COPY of this form and itinerary must be submitted to Finance Office prior to travel.  If advance requested, must be received two weeks prior.
	Advance Requested
	
	

	Traveler’s Department Account Number
	
	Expense Account

(Prof. Development)
	
	Advance Received     
	
	

	Pre-Travel Approval Required

(Expenses will not be reimbursed unless travel had been approved prior to the start of the travel & copy of this document given to Finance Office.)

	Traveler’s Signature
	
	Date
	

	Approved: Budget Unit Head Signature
	
	Date
	

	Approved: Senior Administrator’s Signature
	
	Date
	

	Approved for International Travel: President’s Signature(if required)
	
	Date
	

	         Approval of Reimbursement Expenses Upon Return (submitted to Finance Office within one week of return)

	Traveler’s Signature
	
	Date
	Due Traveler
	

	Budget Unit Head Signature
	
	Date
	Due Gallaudet
	

	Senior Administrator’s Signature 
(if required)
	
	Date

	Finance Office Use Only

	Approved by
	
	Voucher Number
	


