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Travel Authorization Request - Administrative Procedure

The Travel Authorization Request (TAR) is shown below. This is an example only and should not be used. Please
download and use the fillable version to allow for electronic signatures and the most recent per diem & IRS
mileage rates. The fillable version is available on the Oak Ridge School website under Business Services
Resources. A TAR should be completed and approved prior to scheduling any travel.

OAK RIDGE SCHOOLS |m

TRAVEL AUTHORIZATION REQUEST

Traveler | Emaid
Location i Phione Mumber
Tatal number ol Prafeisional Leave
days entered in Siopwand
TRAVELER EWEMT
Depariure Dute Time Start Date Time
TRAVELER EVENT
Return Date Time Ened Diate Timse
Destination: City Stats Zip Code

Conference/Meeting Mame

Purpose/Benefit to Disbrct

-
Type of Trip: Other Specified

ESTIMATED EXPENSES

Estimated Expense  Payment Method Estimated Cost Estimated Expense  Payment Method  Estimated Cost
Airfare Lodging FOfMghts Rate/niaghn
[Includa toket fes . : fine. tassas B lodging sl
Reundirip $0.00 Sharing” [ $0.00
Mileage parsonal M1
Wekick) 557 Migals Humbar of Days GEh Per D Ratas
-
Fi PR e Lant
Rental Vehicle ey Mealy L
prewsed by hoded o Fuill -
it sfould be —— 0
Other deducted v Wour 0o
Trasiportation reimburseaaenr form
fie dad, shurle, et}
Reglitration Fee
Amnung:} to be Eﬂ % or S Oiher Expendes (L Gas for
Fevtalfisriar vehicle,
Paviig, Baggege Fees)
TOTAL ESTIMATED: COST % .00
APPROVALS
Sigl R ks / additional information.
i pou havi b crectentiods fov e evint, plaose iclLidi JOLT (o name
aild paznserd bl
Traveler's Signature | Date
Bailding/Depantment Sigrarture | Dure
Final Appreval Sanatune | Date

Mot Phease click it sipnatune bow to createinsert digéal signatune. Save as sdf avd fornsard fe poor achain aEsstan [ookksepasgnant coovdinatern
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