IEEE-USA

VOLUNTEER MEMBER TRAVEL AUTHORIZATION

NAME:  

ADDRESS:  

DESTINATION(S):
TO:  




FROM:  




TO:  




FROM:   

DEPARTURE DATE: 



RETURN DATE:      

PURPOSE OF TRAVEL:  




          

TRAVELING AS A REPRESENTATIVE OF:  












    Board, Committee or Task Force

ESTIMATED EXPENSE:


(a) Transportation (Plane, Train, Auto Rental, Personal Auto)

$  


(b) Incidental transportation (Taxi, Bus)




$   


(c) Lodgings, number of nights:  





$   


(d) Meals








$   


(e) Other (explain)  







$   









TOTAL

$   

REQUEST FOR CASH ADVANCE:


DATE REQUIRED:  



AMOUNT:
$  


(PLEASE COMPLETE IEEE CHECK REQUEST.  Normal delivery of cash advance checks is one week before the travel date.  If you need the advance earlier please indicate date above.  If any part of the advance is for advance purchase of airline tickets, please attach the itinerary or receipt.  This part of an advance will be processed immediately by Accounts Payable.)

SIGNATURE:  






DATE:  


APPROVAL:


MANAGER:
  






DATE:  


STAFF DIRECTOR/

AUTHORIZED DELEGATE: 





DATE:  

*The IEEE Travel Reimbursement Procedures Manual, page 8, paragraph XVII, states that “All expense reports should be completed within ten working days after returning from your trip.”  However, IEEE-USA Board Policy and Procedures Manual specifies that the maximum time allowed for submitting expenses for reimbursements is 90 days. 

