
(See the U of M Operating Procedure 2D:01:01M -- General Travel Policies and Procedures (http://bf.memphis.edu/finance/accounting/).  Request must be submitted for committee review at least 2 weeks prior to the registration deadline or 2 weeks prior to the event, whichever is earliest.
Requestor’s Name___________________________________________DEPT_______________________Application date___________Ext._________
                                                                              (Please print or type)

Event Description – Give a brief description (attach fliers/brochure): ___________________________________________ __________________________________________________________________________________________________

How does this event relate to your job responsibilities?________________________________________________________________________

________________________________________________________________________________________________________________________________

_______________________________________________________________________________________________________________________________

Date of Event_____________________________Departure date___________________Return date_________________

Place of Event:___________________________________________   Professional leave requested: ________Hours _________Days
Fees:  (Registration, etc.)  Please specify:______________________________________________________________
 
$____________

Transportation:   














     ____Airline fare, round-trip, tourist (For reimbursement must submit original passenger receipt). . . . . . . . . . . . . . . . . . . . . . . . . . . . . .
$____________


      ____Airport/hotel transfer/shuttle  (no receipt required) . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . $____________

        ____Other (round trip). . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . $____________   
        ____ Library Van (no mileage reimbursement). . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .$____________

        ____Automobile: round trip mileage _____________  x    $0.54 per mile. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .$____________


                           Single:_____   Shared:   Driver_____  Passenger _____  (with whom:___________________________)


Lodging:














     In-State:  CONUS rates do not apply. 


     Level I ($107 + tax) - Davidson Co. (Nashville); 








     Level II ($91 + tax)  - Anderson County, Gatlinburg, Hamilton Co. (Chattanooga),  Knox Co. (Knoxville), Shelby Co. (Memphis), Pigeon Forge,    

                         Sullivan Co. (Bristol and Kingsport), Williamson Co. (Franklin), Montgomery County, Putnam County, Rutherford  County, &
                        Washington County (Fall Creek Falls,  Henry Horton,  Mont. Bell, Natchez Trace,  Paris Landing, Pickwick State Parks)

         Level III ($70 + tax) – All other counties and cities not listed above  





 

     Conference hotel (actual cost + tax) - Requires convention brochure or conf. hotel reservation form listing rate with claim                  


     Out-of-State: Use CONUS rates found on web at :  www.policyworks.gov  (Select per diem rates.)


      Locations listed in CONUS (Attach copy of  web page.  Note: taxes are given separately). . . . . . . . . . . . . . . . = CONUS + tax 


      All locations not listed in CONUS: Standard CONUS rate. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  =$60.00  + tax

   Conference hotel (requires convention brochure or conf. hotel reservation form listing rate with claim). . . . . . . = actual cost + tax
  International:  Standard international lodging (all locations). . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .=  actual cost  

         Lodging:  (__________days   x   $_____________)  +   $_____________ tax
  $____________
Meals:  ALLOWED ONLY WHEN OVERNIGHT TRAVEL IS INVOLVED
         In-State:  No CONUS rates (Level I=same as above; Level II=same as above, except Anderson Co. & Gatlinburg; Level III=same as above)

      Full day, Level I=$54.00; Level II =39.00; Level III=$39; Departure/return days, Level I=$40.50; Level II=$29.25; Level III=$29.25

     Out-of-State:  Use CONUS rates on web at www.policyworks.gov  (Select per diem rates)  

          Locations listed in CONUS (Attach copy of web page.  Note: taxes are given separately):

               Full day   =CONUS rates; Departure/return days  =CONUS Rates (75% of daily rate)


      Locations NOT listed in CONUS:  Full day  =$31.00; Departure/return days =$23.25 


     International: All locations, Departure/return days=75% of actual expense or $48; Full day=Actual expense or $64 per day


      Meals:  ($__________ x 2 [departure & return] ) +  (_____full day(s)  x   $___________)
    


                 $_____________

Signature of Requestor _______________________________  Date: __________  Total Requested (rounded to nearest dollar): $______________
     Department Head’s Statement (please consider scheduling/staffing adjustments as well as relevancy of event):________________________
   ________________________________________  Dept. Head’s Signature: ____________________________Date____________

Committee’s comments: _____________________________________________________________________________________________
Chair’s signature: ______________________________________________________  Date: ___________ Amount Funded $__________
Dean’s Action: ____Approved  ____Denied  Dean’s Comments: ___________________________________________________

Dean’s Signature:____________________________________________Date:_____________
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