Travel Authorization Request AND REIMBURSEMENT FOrm
Complete and attach TAR form with an email to your Chair requesting approval, Cc: patricka@fau.edu
Required with TAR submission: Faculty Absence and Leave Request Form   

Traveler  INFORMATION
	Name (as it appears on your travel ID):

	Z #

	Additional travelers (If none, please indicate N/A):

	  Documentation for the conference: If presenting at a conference or conducting research, email the acceptance letter and schedule for  
  conducting research at the location.


	Domestic Travel: TAR form is required at least 2 weeks in advance.
	International Travel: TAR form is required at least 4 weeks in advance.

	**International Travel: required documents are listed below.**

	International Insurance: Cultural Insurance Service International

	Travel Waivers: Level 1 and 2


Travel INFORMATION
	Destination(s):
	

	Purpose | Name of the conference:
	

	Justification | Benefit to University & State:
	

	Departure: from home | campus:
	  Location:       ________________        Date:       _______________                  Time: _____________

	Return: to home | campus
	  Location:       ________________        Date:        _______________                 Time: _____________   

	Source(s) of funding:
	If there are more than two sources of funding, please use separate TAR  forms.  

	Research & Travel         _____________                 Amount: $ ______________       TAG. Acct.#  _____________
                                          _____________                Amount: $ ______________        TAG. Acct.#  _____________

	Will you miss class time?   ______ Yes         _____ No                 Date, Course # and Coverage:  _____________________


                   EXPENSE TYPE                                     Estimated      ACTUAL
	Registration
	$
	$
	Paid with P-Card?  Yes______       No________

	Membership
	$
	$
	Paid with P-Card?  Yes______       No________

	Airfare **(Economy | Coach)
	$
	$
	Paid with P-Card?  Yes______       No________

	Hotel (include estimated tax, if applicable)
	$
	$
	Itemized receipts are required for hotel receipts.

	Airport Parking:
	$
	$
	

	Transportation (e.g. taxi/uber/shuttles)
	$
	$
	Tips do not exceed 15% of taxi fare.

	Car Rental:**  Contract Rate:   Yes _____      No ______
	$
	$
	

	Car Rental Gas:
	$
	$
	

	Mileage ($0.445 cents per mile) 
	$
	$
	(Required to use the most direct/economical route)

	Per-Diem: (list dates and type of meal requested)
	$
	$
	  

	Other (travel expense):
	$
	$
	

	Estimated total expenses
	$
	$
	

	Comments**  


	Notes: ***Please refer to the Travel Reference Guide ***   For additional information on FAU’s Expense/Travel Policies and Procedures, click here
**For instructions on reserving Avis or Budget rental car using the State of Florida rates click here.  If Avis/Budget car rental is not used, justification is required.
For airfare reimbursement, economy / coach rates are required.  Upgrades are at traveler’s expense and justification is required.   


 
