
 
VANDERBILT UNIVERSITY      Travel Authorization Form #_______________ 
Authorization for Official Travel (Please type or print clearly) (Please use traveler initials and departure date, e.g. 

PM050403.  This number must be entered in PaymentNet 
for all PCard travel expenses.) 

(Must be completed before travel occurs) 
 
Name     _________________________________________________ Campus Phone # _______________________ 
 
Department ______________________________________________________________________________________ 
 
Trip To   ________________________________________________ Location  ______________________________ 
  (Name of Organization)       (City/State) 
 
Departure Date ____________Return Date ______________Center To Be Charged ____________________________ 
 
Business Purpose (cite specific benefits) _______________________________________________________________   
 
________________________________________________________________________________________________ 
 
Estimated Total Travel Expense_______________________________________________________________ 
 
 
1. All persons traveling on behalf of Vanderbilt and those who approve expense reimbursement are responsible for knowledge of 

Vanderbilt travel policies and procedures and compliance with sponsoring agency regulators governing travel expenditures.  These 
policies are available at http://www.vanderbilt.edu/accounting/Travelpoliciesmainpage.htm.   This Travel Authorization Form can be 
located at http://www.vanderbilt.edu/procurement. 

 
2. If travel is to be reimbursed from a restricted fund, please keep in mind any restrictions of the individual grant or contract such as 

obtaining prior approval from the granting agency. The traveler is responsible for ensuring compliance with grant or department 
requirements that may be more restrictive than general travel policies. 

 
3. If a traveler has a procurement card (PCard), or the traveler’s assistant or administrator has a PCard, it can be used by the 

Cardholder to pay for travel and related expenses.  (Note:  The PCard can only be used by the person whose name appears 
on the card. An assistant, who is a Cardholder, can use the PCard to pay for travel arrangements for members of their 
department, but cannot loan out the card to the traveler for use on the trip.)  Charges must be noted on the PCard 
transaction log and original itemized receipts attached to the Travel Authorization Form.  When the Cardholder reviews the 
transactions in PaymentNet, the Travel Authorization Form #, in the top right hand corner above, must be data entered in the 
Travel Authorization # field on the PaymentNet screen. The department administrator/manager then reviews the charges for 
approval on the PaymentNet system.  Trip related documentation including original receipts, a transaction log, and the Travel 
Authorization Form should be filed together in the department. You should check with your department administrator, however, to 
determine if additional departmental filing requirements exist.  

 
4. Travel expenses that need to be reimbursed should be submitted within 10 days of the end of the trip. If the traveler has used the 

PCard for their travel and just has incidental expenses to be reimbursed (such as tips or taxis) the traveler may submit a Check 
Request form to obtain reimbursement instead of completing a Travel Expense Report.  In this case, the Travel Authorization 
number (in the right hand corner of this form) should be noted on the description line and a copy of this Travel Authorization Form 
must accompany the receipts and Check Request. If the PCard was not used, the traveler should complete the Travel Expense 
Report. Charges made to the PCard should NOT be included in the Travel Expense Report form or Check Request form.  

 
 
I hereby request authorization to travel on behalf of Vanderbilt University.  I have read and understand the Vanderbilt 
University travel policies as well as any more specific or restrictive policies established in my school or division.  I 
understand that any travel expense not charged to the PCard should be claimed for reimbursement within 10 days after I 
return from this trip. 
 
Traveler’s signature  _____________________________________________________ Date  _____________________ 
 
APPROVAL 
 
Head of Department (or designee)  __________________________________________ Date  _____________________ 
 
Dean/Vanderbilt Official (or designee)  ________________________________________ Date  _____________________ 
 

http://www.vanderbilt.edu/accounting/travelpoliciesmailpage.htm
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