REQUEST FOR TRAVEL AUTHORIZATION
For completing electronic authorization in VE5 in *DEFINE

Name:






UT EID:






Travel Date Begin:  




Travel Date End: 



Preferred Travel Times: 

Leaving: 





Returning:  




Destinations(s):






Please circle your choices for Purpose, Benefits to UT and disposition of Duties.  Must choose ONE from each section.  
List of Purpose Codes




List of Benefits to UT

01
Attend meeting, conference, etc.
01
Help accomplish research objectives


Title of Meeting (required)

02
Help fulfill contract provisions







03
Enhance grad/undergrad curriculum







04
Enhance performance of job duties

02
Conduct lecture or teach course
05
Enhance University operations

03
Perform research activities

06
Enhance reputation of University

04
Participate or officiate in an event
07
Raise funds for faculty/student support

05
Recruit prospective employee or 
99
Other (Specify)




student

06
Site or field visit




List of Disposition of Duties
07
Serve as expert witness

01
No classes missed

08
Present original research paper
02
Duties assumed by colleagues or staff


Title of Paper (Optional)


Assumed by:










03
Duties require travel







04
Duties held until return

09
Fundraising



99
Other (Specify)



10
Negotiate a contract

11
Prospective employee

99
Other (Specify)


ACCOUNT INFORMATION

ACCOUNT AUTHORIZATION
(REQUIRED)



(REQUIRED)

Account: 




Signature 




Hotel





Rental Car 




SPECIAL INSTRUCTIONS:
