TRAVEL REQUEST FORM

[bookmark: _GoBack]DATE:  [insert date]

CONTRACT NO.:  ST-1330-13-CQ-0037
TASK ORDER NO.:  [insert format as 0001, 0002, etc.]

TO:  ROBERT SEARS NOAA/N-WAVE COR (or appointed alternate)

Employee Name:  
	[insert name/all contact info of employee travelling]



Employee Name:  
	[delete if not multiple travelers; add if more needed]



Purpose of Travel Request:
	[insert description/purpose]



Travel Information
	Dates of Travel (From/to)
	[Insert dates from departure to arrival, i.e., mm/dd/yyyy – mm/dd/yyyy]

	
	

	Departure/Origin
	[Insert Airport Code, City/ST]

	Arrival/Destination
	[Insert Airport Code, City/ST]

	
	

	Estimated Costs:
	[List categories separately below; add lines if necessary; combined total for all travelers; actual cost receipts submitted to COR]

	Airfare
	[insert $$$ amount]

	Lodging
	

	Transportation
	

	Per Diem
	

	Incidentals:
	[List categories separately below; add lines if necessary]

	Parking
	

	Taxi/Transport
	

	
	

	SUBTOTAL Cost
	[calculated subtotal from above estimate]

	OH% applied 
	[insert %; i.e., 32%]

	OH Cost
	[amount of OH; i.e., SUBTOTAL Cost x OH%]

	TOTAL EST COST
	[insert total estimated cost; SUBTOTAL Cost + OH Cost]



APPROVAL:





__________________________	_________	__________________________	_________
Typed Name	Date	ROBERT SEARS	Date
GlobalNOC Management	NOAA Task Manager/COR


Version 19Sept2013
