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Module 1: The Travel Authorization Form
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Lesson Objectives

Note: Use the Previous and Next buttons to navigate through the lesson.

After completing this module, you will be able to:

- Explain when to complete a travel
  authorization form.
- Fill out a travel authorization form correctly.
- Submit the form through the proper channels
  after filling it out.
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When to Complete a Travel Authorization Form

Vanderbilt faculty and staff are to use form number 60-002-523, Authorization for Official Travel, to obtain approval prior to travel and to report the final travel expenses.

(Students use form 60-002-658 for travel authorization; the student form is not covered in this training module.) 
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Where to Find the Travel Authorization Form

This form is a multipage document with a green top page and carbon copies beneath. Each department orders its own forms through eProcurement or an A Req; the form is not available in electronic format.
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How to Fill Out the Travel Authorization Form

Now that you know when to use the Travel Authorization form and where it's located, let's look at how to fill it out.
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Completing the Travel Authorization Form

Now you will watch a demonstration of how to fill out a travel authorization form.  The text will be entered for you and the actions will be explained to you.

Click the icon below to begin the demonstration.
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Design Conventions

The following color and icon conventions will be used throughout the demonstration:

Green Dialogue Boxes tell you what actions are being demonstrated for you.

Yellow Boxes provide tips.

Green Rounded Boxes provide content information.
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Form Header Information

We'll begin by filling out the top section of the Travel Authorization Form.

Clearly print or type your full legal name in the Name blank.

Amy Wohlken

123-45-6798

Enter your Social Security Number or Vanderbilt Employee ID Number.
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Form Header Information

Amy Wohlken

123-45-6798

Enter your campus or home address in the Address field. (Campus address is preferred.)

123 Home Address St.
Nashville, TN 37211

Enter the name of the department in which you work in the Department field.

Office of Financial Affairs
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Form Header Information

Amy Wohlken

123-45-6798

123 Home Address St.
Nashville, TN 37211

Office of Financial Affairs

Enter the name of the group or organization hosting the event to which you're traveling in the Trip To field.

Write the city and state to which you're traveling in the Location field.

NACUBO

Chicago, IL
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Form Header Information

Amy Wohlken

123-45-6798

123 Home Address St.
Nashville, TN 37211

Office of Financial Affairs

Enter the dates on which you will leave for and return from your trip in the Departure/Return Dates blank.

NACUBO

7/9/07-7/11/07

Chicago, IL

State your reason for traveling in the Purpose of Trip area. Note that you might have to attach supporting documentation for your trip if traveling for Government sponsored projects.

Seminar on new tax guidelines.
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Form Header Information

Amy Wohlken

123-45-6798

123 Home Address St.
Nashville, TN 37211

Office of Financial Affairs

NACUBO

7/9/07-7/11/07

Chicago, IL

Seminar on new tax guidelines.

State the estimated cost of the trip in the Estimated Reimbursable Travel Expense blank.

$1,200

Enter the center number or numbers you expect to be charged for the expenses in the Proposed Centers to be Charged blank.

1-55-110-0000
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Form Header Information

Amy Wohlken

123-45-6798

123 Home Address St.
Nashville, TN 37211

Office of Financial Affairs

NACUBO

7/9/07-7/11/07

Chicago, IL

Seminar on new tax guidelines.

$1,200

1-55-110-0000

You've now completed the header information on the form.
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Travel Policies

The next section of the form refers to Vanderbilt's Travel Policies. Before signing the form, read the policies at http://www.vanderbilt.edu/procurement/travel/default.shtml. 
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Signatures

The last section of the form contains blanks for signatures.

Sign the form in the blank by Traveler's Signature and enter the current date in the corresponding Date field.

Amy Wohlken

6/10/07

Note that your signature indicates that you have read and understand Vanderbilt's travel policies as well as any other policies applying to your department or a restricted fund. You are also stating you must request any reimbursements for expenses as soon as possible after your return date.
**Forms returned later than 60 after the return date could be reported to the IRS as taxable income.**
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Signatures

Amy Wohlken

6/10/07

After signing the form, submit it to the person in your department who is authorized to sign travel forms. Remind the signer to print his/her name next to the signature.
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End of Demonstration

That's how you fill out the Authorization for Official Travel form. If you want to watch the demonstration again, click the Watch Again button below.

Otherwise, click Next to proceed to the end of the lesson.
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Objective Review

You should now be able to:

- Explain when to complete a travel
  authorization form.
- Fill out a travel authorization form correctly.
- Submit the form through the proper channels
  after filling it out.
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Conclusion

You have now completed this module on the Travel Authorization Form. To repeat this module, click the button below.


Otherwise, to learn how to complete a travel expense report after returning from a trip, click the following button to return to the list of training options:
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