
TRAVELER:		______________________________________________________________
PURPOSE:		______________________________________________________________
DEPARTURE:		____________________________________TIME: _____________________
RETURN:		____________________________________TIME: _____________________
DESTINATION:		______________________________________________________________
PER DIEM ZIP CODE:  	__________ LODGING RATE/DAYS:  ________   MI&E RATE/DAYS: ________
FUNDED BY OTHERS:      P/T:   _______   TRAVEL CODE:  __________; other: ____________________
TA#     			______________________________                   SUBMITTED: _____________
TEV#			______________________________                    SUBMITTED: _____________
TRAVELING COMPANIONS/NOTES:  _____________________________________________________
		_______________________________________________________________



TRAVEL TO-DO’s
	
Posted on Calendar	 __________
Travel Approval Received?	 __________                   
Registered - Amt.: ________ Personal Funds/Whose Pro Card Details: _________________
Traveler Confirmed:                               Limo          Lodging          Air          Rental Car      
[bookmark: _GoBack]Final Documents Scanned & Uploaded to ES&H Server:	__________

Approved Travel Expense Voucher (TEV) delivered to Acctg. w/Receipts:	__________
NOTE: If funded 100% Non-FNAL, No Voucher Necessary yet note Lodging Details on TA

If applicable, Mileage Reimbursement Accounted for?	__________

FOREIGN
P.O.C. Details Acquired	__________
If rental car, Confirm Traveler has Fermilab Travel Card	__________
FTMS Entered & FTMS# acquired and noted on TA	__________
Foreign Travel TA Submitted	__________
Directorate/Travel Approvals Received & Printed	__________
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