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Travel Approval Form

Notification of Off-Campus Recruiting
NOTE:
This form must be submitted to and approved by the Athletic Director prior to leaving campus.


If this travel is for recruiting purposed it must first be submitted to and approved by the Compliance Coordinator
Coach:






Sport:






Date of Departure:




Date of Return:





Destination:





Purpose of Trip:




*If Recruiting  - Name of Prospect(s)/Event:








	Estimated Expenditures*

Mileage

@ 0.585 per mile


Total 



Daily Hotel Rate  

   
# of days

Total



Daily Food Cost  

  
# of days

Total




 (Maximum of $28 per day pro-rated)

  3 Meals per day 
Breakfast/Lunch/Dinner    $28.00

  2 Meals per day
Breakfast/Lunch
           $13.00      Breakfast/Dinner
$21.00       Lunch/Dinner
$22.00

  1 Meal per day
Breakfast

           $6.00       Lunch

$7.00         Dinner

$15.00

Air Fare






Total



Registration Fees





Total




Taxi







Total



Other​







Total



TOTAL ESTIMATED EXPENDITURES







*Please indicate which items, if any, were prepaid by GSW

__________________________________________                  

Employee Signature                                                         Date


For Office Use Only
	Reimbursement for all expenses will be charged to:

   ACCT         FUND       DEPT ID        PRGM         CLASS       GRANT

APPROVAL
Athletic Director
 


Date
             Compliance Coordinator

Date




