TRAVEL REQUEST/AUTHORIZATON


PART 1 – TO BE COMPLETED BY MEMBER (FORWARD TO SUPERVISOR)








RANK





LAST NAME





FIRST NAME








SECTION





SN/PRI














PROVINCE  





LOCATION OF TD





DEP DATE





RTN DATE





PURPOSE OF TD





AUTHORITY FOR TD  (MSG;CFAO; QR&0; CO/COMD;  ETC)





SERVICE  AIR





COMMERCIAL





HIGH  RATE


APPROVAL





TRAIN





POMV





AISLE





WINDOW





FIRST CLASS





BUSINESS CLASS





LOW RATE





HIGH RATE





NAME, RANK & SIGNATURE





LICENCE PLATE NUMBER





PASSENGER





RENTAL


VEH





PLEASE RESERVE A CAR





CAR ALREADY RESERVED





ADVANCE REQUEST





YES





NO





$




















ACCOMMODATION





COMMERCIAL





NON COMMERICAL





ALREADY BOOKED AT: _____________________________________





TO BE BOOKED AT: ________________________________________








(INDICATE AMOUNT)





ADDITIONAL INFO





PASSENGER WITH THE ABOVE LISTED MEMBER





HIGH RATE SUBSTANTIATION





PART 2 – SECTION “32” (MUST BE HIGHER RANK)





“CERTIFIED THAT THIS DUTY IS JUSTIFIED AND THAT FUNDS ARE AVAILABLE”





DATE





TITLE





LAST NAME





RANK





SIGNATURE
















































































COMMENTS











CLAIMS X NUMBER





CAR RENTAL CONFIRMATION





TAN NUMBER





LOCATOR NUMBER

















CREDIT CARD NUMBER





HOTEL CONFIRMATION NUMBER








Note:  IF HIGH RATE OF MILEAGE IS AUTHORIZED THEN SIGNATURE IS ALSO REQUIRED IN PART 1






































PART 3 – TO BE COMPLETED BY GO OFFICE 





COMMENTS








