RUTGERS, THE STATE UNIVERSITY OF NEW JERSEY

              TRAVEL ORDER BUSINESS FORM




 FORMCHECKBOX 
 New Request




 FORMCHECKBOX 
 Change to Original Travel Order Number ___________________



TRAVEL ORDER FORM INSTRUCTIONS

Please type or print legibly.  This form is utilized for university business travel in conjunction with the direct billing option available through the university-authorized travel agencies. Complete all sections of this form and fax it to the travel agency purchasing the air or rail ticket(s) on your behalf. The original Travel Order Form must be mailed to University Travel Services, Administrative Services Building III, 3 Rutgers Plaza, 2nd Floor, New Brunswick, NJ  08901-8559, Cook Campus within two business days of the fax order date. Your department may make a copy of this form for its records.  Any questions pertaining to the use of this form should be directed to the Travel Services Help Desk at 732/932-4375 x2330.

1. Place a check next to the university-authorized travel agency being utilized.

2. Enter the fund source, natural account, and total ticket price (including any applicable service fee).

3. Enter the traveler’s name.

4. Enter the traveler’s campus phone number.

5. Enter the traveler’s campus fax number.

6. Enter the traveler’s complete mailing address (including building and office number).

7. Enter the department name.

8. Enter the name of the person requesting travel.

9. Enter date that the form is completed and faxed to the travel agency.

10. Enter requestor’s campus phone number.

11. Check the appropriate type of travel.

12. Enter the date(s) of travel.

13. Check the mode of transportation and enter the amount of the ticket.

14. Enter the departure city.

15. Enter the arrival city.

16. Enter the purpose of travel.

17. Check if lodging, car rental, or shuttle service is needed (these are not included in the direct billing option).

18. Requestor/Traveler signature (requestor can be a support staff person; e.g. an administrative assistant).

19. Approver signature (based on existing departmental procedures).

· Reminder: fax this completed form to the agency purchasing the air or rail ticket(s) on your   

behalf or your tickets will not be issued.   Send the original TO form to University Travel Services within two business days of the fax order date.
                                  
AUTHORIZED TRAVEL AGENCY FAX NUMBERS
American Colpitt Travel

 732/249-0034
IT Travel



609/921-2707
Middlesex Travel Bureau

732/572-4102

Worldtek Travel


203/865-2034
Fund Source (Account)�
Natural Account�
Amount�
�
         �
�
�
�
           �
�
�
�
�
�
�
�
							         			


TRAVELER INFORMATION�
�
Traveler’s Name (Last /First)








�
Campus Phone Number





(            )                                      Ext. �
Campus Fax Number





(           )                                  Ext.�
�
Campus Mailing Address








�
Department Name�
�
Travel Requested By


�
Date of Request�
Requestor's Campus Phone Number





(            )                                          Ext.�
�
             


TYPE OF TRAVEL�
�
�
Faculty Travel�
�
Staff Travel�
�
Candidate Travel�
�
Athletic Recruit Travel�
�
Student Travel�
�
Other�
�
�
Conference Travel (outside Rutgers)�
�
Speaker Travel�
�
Team Travel�
�
Group Travel�
�
Consultant Travel�
�
�



TRIP ITINERARY�
�
Date(s) of Travel


�
Mode of Transportation/Ticket Price�
Departure City�
Arrival City�
�



____/____/____





____/____/____ �
    


       __    Air 


       __    Rail            $________|____





�
�
�
�
             


____/____/____





____/____/____�
      


       __    Air 


       __    Rail            $________|____





�
�
�
�



____/____/____





____/____/____�
      


       __    Air


       __    Rail            $________|____


�
�
�
�
Purpose of Travel




















�
�



NON DIRECT BILLING ITEMS�
�



Need Lodging?  _____Yes  _____No                              Need Car Rental? _____ Yes  ______ No                           Need Shuttle Service? _____ Yes  _____ No�
�



APPROVALS�
�
Requestor/Traveler Signature


�
Approver Signature





�
�
Instructions:  See Back of Form									TO FORM 07/02c				





___	American Colpitt Travel	fax 732/249-0034


___	IT Travel			fax 609/921-2707


___	Middlesex Travel		fax 732/572-4102


___	Worldtek Travel		fax 203/865-2034





074923 








