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TRAVEL REQUEST FORM FOR EMPLOYEES
Please submit this form to the College Budget Office, preferably two weeks prior to date of departure if cash advance is requested. 

You must not have any outstanding cash advance. If cash advance is not necessary, travel order must still be approved.

	Application Date
	

	                        Employee’s Information

	Name
	 

	Purpose of Travel

	________

________

________

________

________


	Training

seminar

conference

Meeting 

Others 


	Title:



	Place and Venue
	

	Date of Departure
	
	Date of Return
	

	Inclusive Date/s of Activity
	

	Nature of Travel 
	___ Official Business                       ___ Official Time

	Name of Driver, Vehicle, and Plate # (per request)
	

	Estimated Travel Expenses: Total Php 

	Per Diem
	 Php:

	Transportation Expense
	 Php:

	Registration Fee
	 Php: 

	Source of Fund 

(to be filled up by the Budget Office)
	

	Supporting Documents Needed

	(1)
	Letter of Invitation or Endorsement 

	(2)
	Approved letter from the College President based on the letter of invitation or endorsement 

	(3)
	If presenting a paper: Notice of Acceptance

	(4)
	Itinerary of Travel for those who will process “Cash Advance”. 

	    (5)
	Others (pls. specify)


	Requested by: 
	Availability of funds:
	Approved by:

	
	
	

	NAME 

Dean/Director/Office Head
	CLARO G. VICADA
            College Budget Officer
	NAME
VPAA/VPRIDE/CAO
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