PREPAID EXPENSE FORM
(This form is to be used if you would like your travel on the university credit card)

Name: 

Travel Destination(s):  

Event Name:      
Presenting a Paper?                                       Registration Amount $:      
OUTGOING FLIGHT

Preferred Flight:  Airline:        Flight Number:           Date/Time:        

Price:      
Second Choice:     Airline:        Flight Number:           Date/Time:      
Price:      
RETURN FLIGHT

Preferred Flight:  Airline:               Flight Number:           Date/Time:      
Price:      
Second Choice:     Airline:               Flight Number:           Date/Time:      
Price:       
(The maximum room rate allowed under college guidelines is $120.00 per night plus tax, unless it is the conference hotel, but you are encouraged to get the lowest rate available)

Preferred Hotel:          Rate/Night:                 Number of Nights:       
Phone Number:        
Second Choice Hotel          Rate/Night:          Number of Nights:      
Phone Number:       
