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Travel Authorization Form

Please complete this form and have it approved prior to incurring expenses for business related travel.
Once the travel expenses have been incurred, include a scanned copy of the approved form along with supporting documentation in your reservation request email to Motty Goldstein at Travel Leaders (aviron@travelleaders.com / (718)436-9100 ext. 607). In accordance with University Travel Policy, reimbursement of spousal or family travel is not permitted unless an approved documentation of approval of spousal and family travel form is attached.
For guidance on appropriate business expense, please refer to the Business and Travel Expense Policy.
	Traveler’s Name:
	


	Department:
	
	Telephone:
	
	Email address:

	
	
	
	
	


	Dates of Travel
	

	Departure City, State & Country of Travel
	

	Destination City, State & Country of Travel
	

	Business Purpose of Travel


	

	Spouse/Family will accompany traveler 
	Yes  (
No   (

	Spouse/Family travel will be paid for by YU

(If yes, please complete form and submit for approval)
	Yes  (
No   (

	Index Number(s) to be charged:
	

	Account Code (please check appropriate code): 



	International Travel (Code: 72000)
(
Domestic Travel (Code: 72100)

(
Student Travel (Code: 74166)
              (


	Approximate Costs:
· Maximum Airfare threshold is $100 above original reservation amount. 
	                                                   Airfare
	

	
	 
	

	
	 
	

	
	 
	

	
	 
	

	
	 
	

	
	                        Estimated Total Cost:
	


	
	
	
	
	

	Traveler’s Name
	
	Traveler’s Signature
	
	Date


	
	
	
	
	

	Department Head Name
	
	Department Head Signature
	
	Date


