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 REQUEST FOR STUDENT TRAVEL APPROVAL AND FUNDING

Sponsoring college or department maintains a copy for funded or non-funded travel. If a cash advance is needed, submit this form with original signature to the Accounts Payable Travel Desk 10 days prior to the date needed. Submit a copy of this form with the STD 262 form for payment reimbursement following travel.
	Student Name:
                       
	Student ID Number:
	Date of Request:



	Student Address:                                               
	Student Phone Number:


	Department/College Sponsor Name:
	Phone Number:


	Dates of Travel:  (mm/dd/yy)

	Activity:
	 Destination:


	Purpose of Travel:
	Funding Source    

PeopleSoft Chartfield:


	Estimated Expenses to Fund:
	Forms needed:


	To be verified by CSUSM Sponsoring Dept only:

	       Registration
	$
	
	

	       Meals 
	$
	Student Domestic Travel Per Diem  
	

	       Lodging
	$
	
	

	       Air Fare
       
	$
	Student Air / Chartered Bus Travel Waiver E.O. 1041
	        Yes                       No

	       Ground Transportation:

       Charted Bus, Train, Taxi, Shuttle

       (no rental car, no CSU vehicle)
	$
	Student Air / Chartered Bus Travel Waiver E.O. 1041
	        Yes                       No

	       Private Vehicle Mileage  
       (no gas  reimbursement)
       (Call the Accounts Payable Travel Desk
        for current mileage rate.)
	$
	Authorization to Use Privately Owned Vehicles (Student Std 261)


	        Yes                       No

	       Parking
	$
	
	

	       Other (please describe)
	$
	
	

	                                                    Sub-Total:
	$
	
	

	Less Direct/prepaid Expense:

)
	($                      )
	
	

	Total Student Expense:                                               

Add a line
	$
	
	

	Advance requested @ 90% Total Student Expense:
	$
	
	

	Date advance needed:
	

	Signatures

(See Executive Order 688 for Delegation of Authority, Coded Memo HR 2008-10 and CSUSM Presidents Memo 12/1/08 for authorized signers.)

	Student Signature:                                                                                                                                           Date:

	Department/College                                                                                                                                         Date:
Sponsor Signature:                                                                                                                                               
                                                                                                                                                   

	Provost/Vice President                                                                                                                                    Date:                                                                                                                                                                                                                                                                      
Approving  Authority
Signature:      



Request for Student Travel Funding

Department/College retains form for 3 years from last date of travel.
Revised 7/13/09
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