
Name: Banner ID #:  US Citizen Permanent Resident Foreign National  Travel Departure Point (Where did you begin your trip?): 

  

  

Destination: 

Date of Departure: Date of Return:  

Department or Grant/Contract: 

Contact (Name and Email): 

Index*: Account: Activity:  

*If multiple indexes are needed attach a separate page providing how the travel should be distributed. 

Provide the reason for the trip and demonstrate that the travel is necessary 

Prepayments (Payments to be made prior to travel) 
Pre-paid by Traveler  (provide receipt) 

Registration (provide invoice) 

Vendor Name 
Airfare Paid by NMIMT 
Advance up to 90% of Approved Travel Less prepayments and reimbursements 

NMT Purchasing Card (Original receipts must be submitted to Purchasing. A copy should be included with the travel.) 

Airfare 
Registration 
Hotel 
Ground Transportation/Parking 

Additional Information (Check if applicable) 

Hotel (actual amount will be claimed) 

State Travel 
State Per Diem Rate  per day 
State Mileage Rate $0.575 per mile 
Federal Travel (provide documentation from www.GSA.gov) 

Federal Per Diem Rate  per day 
Federal Mileage Rate  per mile  

The requestor and approving authorities certify that the above constitutes NMIMT business related Travel. 

Request Approvals 
Date 

Requestor 

Date 
Dept. Division Head or P.I. 

Date 
Vice President (required for actual lodging) 

Date 
NMT President (required for international travel) 

FOR BUSINESS OFFICE/SPONSORED PROJECTS ADMIN. USE ONLY 

Date 
Accountant Approval Federal Per Diem Federal Mileage 

Travel Request Travel Number 

Form 
See Form Instructions 

             Total Estimate: 

Dept Concur 
Signature/Initials: 

Vehicle Use 
Official  Vehicle # 
Private 

US Citizen Permanent Resident Foreign National 

Travel Departure Point (Where did you begin your trip?): 

 

(actual amount, or as limited by GSA)  

$0.535 

http://www.nmt.edu/nmt-travel-office


Name: Banner ID #: 
Travel Departure Point (Where did you begin your trip?): 
Destination: 
Date of Departure: Date of Return: 
Time of Departure: Time of Return: 

Department: 
Contact (Name and Email): 

*If multiple indexes note under special instructions or attach a memo providing how the travel should be distributed. 

NMT Per Diem   Hours 

Federal Per Diem 

Hotel (less any personal/other services such as movies, room services, etc) 

Plane Personal Purchase 
Private @    $0.88      per air mile 

Auto Official N/A 
Private NMT Rate @    $0.32       per mile 

Private Federal @                           per mile 

Private local at destination @                        per mile 

Odometer:      Beginning Ending 

Other Transportation: (specify) 

Taxi Shuttle Car Rental 

Registration Prepaid Paid by Traveler 

Miscellaneous: (list) 

  

Total Cost 

Subtract Prepayment(s), NMIMT P-Card Payments & Advances 

Total amount to be reimbursed 

Special Instructions: Remit To: 

Reimbursement Approvals 

Date 
Requestor 

Date 
Dept. Division Head or P.I. 

Date 
Vice President 

Date 
NMT President 

FOR BUSINESS OFFICE USE ONLY 

Date: 

FOAP: 

See Form Instructions 

 Fuel 

Mark the end box after the amount if NMIMT P-Card was used for the travel payment. IF NMIMT P-Card was used original receipts must be submitted to 
Purchasing. A copy should be included with the travel. 

NMIMT    
P-Card 

I hereby certify that the above travel has been completed for the stated purpose; that the above itemized account is just and true in all respects, 
and that the amount claimed is due and payable. 

Amount of Payment: 

For Payment: 

 NMIMT Purchase 

Rate Per Day 

Rate Per Day 

Days 

Days 

Index*:                                                Account:                                                     Activity: 

Travel Reimbursement Travel Number 

Voucher 

Dept Concur 
Signature/Initials: 

Miles Vehicle # 
$0.575 

 

 $0.535 

http://www.nmt.edu/nmt-travel-office

	Untitled
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	TravelNumber: 
	Legible, full name of person who will be traveling: 
	Your 9-digit Banner ID: 
	Check if you are a US Citizen: 0
	Check if you are a legal permanent resident: 0
	Check if you are a Foreign National.  If this is checked, the Student Reimbursement Questionnaire must be completed and attached to the Travel Request. The Travel Request must then be submitted to the Federal Compliance Office in Brown Hall for approval.: 0
	Enter the destination city or area as appropriate.: 
	Enter the destination city or area as appropriate.: 
	Enter the date on which the travel will begin.: 
	Enter the date on which the travel will end. This is not the date the traveler returns to work.: 
	Enter the traveler’s department.: 
	Enter the name and e-mail of the person that should be contacted with any questions regarding the travel request.: 
	6 digit Banner Index code: 
	5 digit Banner Account code: 
	Enter Banner Activity code if applicable.: 
	Enter the total expense for the trip. All expenses must be included regardless of method of reimbursement. This includes prepayments made by the traveler, prepayments made by NMT and expenses paid by NMT purchasing card. The amounts listed on the bottom portion of the request in the Prepayments, P Card and Additional Information sections will not necessarily add up to the total estimate.: 
	Provide the reason for the trip and demonstrate that the travel is necessary. Supporting documentation must be attached such as a brochure, invitation, registration form, etc. The reason must show the benefit to NMT and/or the specific grant/contract being charged.: 
	Check if Expenses Pre-paid by the traveler. : Off
	Reimbursements can be made at 100% for any expense paid by the traveler prior to the trip. Common examples are airfare and registration. If the traveler wishes to be reimbursed for prepayments he/she made prior to the trip, the total amount should be entered here. Receipts must be attached. The traveler may elect to receive all reimbursements upon completion of the trip.: 
	Check if Registration prepayments made by NMT: Off
	To prepay the registration related to the travel directly to the vendor, enter the name of the vendor, the amount and attach the vendor invoice.: 
	To prepay the registration related to the travel directly to the vendor, enter the name of the vendor, the amount and attach the vendor invoice.: 
	Check if airfare to be prepaid by NMT.: Off
	Enter the amount of airfare paid by NMT. This is generally when airfare has been arranged through a travel agency and charged to NMT. The service fee charged by the travel agency should be included in this amount.: 
	Check if requesting a travel advance: Off
	If the traveler wishes to receive a travel advance the amount should be entered here. An advance of up to 90% of the estimated approved travel less any prepayments and/or reimbursements is allowed. A lesser amount may be requested.: 
	Check if Airfare will be purchased via an NMT Purchasing Card: Off
	Enter airfare expense charged on NMT purchasing card. Prior approval from the Purchasing Office is required. Original receipts must be submitted to the Purchasing Office with the traveler’s purchasing card statement and copies must be attached to the travel reimbursement and submitted to the Travel Office.: 
	Check if Registration will be purchased via an NMT Purchasing Card: Off
	Enter registration expense charged on NMT purchasing card. Prior approval from the Purchasing Office is required. Original receipts must be submitted to the Purchasing Office with the traveler’s purchasing card statement and copies must be attached to the travel reimbursement and submitted to the Travel Office.: 
	Requires VP approval: Check if Hotel Expenses will be purchased via an NMT Purchasing Card: Off
	Enter hotel expense charged on NMT purchasing card. Prior approval from the Purchasing Office is required. Original receipts must be submitted to the Purchasing Office with the traveler’s purchasing card statement and copies must be attached to the travel reimbursement and submitted to the Travel Office.Hotel – Enter hotel expense charged on NMT purchasing card.: 
	Check if Ground Transportation Expenses will be purchased via an NMT Purchasing Card: Off
	Enter ground transportation expense charged on NMT purchasing card. Prior approval from the Purchasing Office is required. Original receipts must be submitted to the Purchasing Office with the traveler’s purchasing card statement and copies must be attached to the travel reimbursement and submitted to the Travel Office.: 
	Requires VP approval: Check this box if the traveler is requesting reimbursement for actual lodging expenses.: Off
	Check this box if the traveler is requesting reimbursement at the NMT per diem rate and provide the amount. This box could be used when straight NMT per diem is being requested (both lodging and meals) or in conjunction with the Hotel box when actual lodging is being requested. Travel being charged to state funds may not exceed the NMT per diem rates.: Off
	Enter applicable per diem rate: In-state $135, Out-of-state $215, Meals-only $46: 
	Use the state mileage rate of $0.54/mile: Off
	Check to use Federal Per Diem: Off
	Federal per diem and mileage rates are allowed when travel is being funded by federal sources provided the rates have been proposed and accepted by the sponsoring agency.The federal rates being used for each category (meals and incidental expenses, lodging and mileage) must be obtained from www.GSA.gov, printed out and attached. Federal rates are not allowed when travel is being charged to state funds.: 
	Check to use the Federal Mileage Rate: Off
	Enter Federal mileage rate: 
	Signature of traveler: 
	Requestor signature date: 
	Signature of the traveler’s department/division head or the Principal Investigator of the grant/contract.: 
	Dept./Division Head or PI signature date: 
	Vice-President approval (required for reimbursement for actual lodging expenses).: 
	Concurrence / Second Approval date: 
	NMT President approval (required for international travel, and travel to Alaska or Hawaii).: 
	President's signature date: 
	Department may use this box for additional internal review(s) or approvals that they may choose to have.: 
	Check for official NMT vehicle use : 0
	Check for private vehicle use : 0
	Optional Official Vehicle Number: 
	Travel Number: 
	Time of Departure HH:MM AM/PM: 
	Time of Return HH:MM AM/PM: 
	Enter number of Days that NMT Per Diem is being requested for.: 
	Only applies to travel over 24 hours: Enter number of Hours that Per Diem is being requested for.  Partial days: < 6 hours = $9;  6 - 12 hours = $21; > 12 hours = $46: 
	Per Diem Rate: In-state $135, Out-of-state $215, Meals-only $46: 
	NMTPerDiemAmnt_Final: 
	Enter number of Days that Federal Per Diem is being requested for.: 
	Federal Per Diem rate: 
	FedPerDiemAmnt_Final: 
	Check if Air Travel was purchased personally: Off
	Check if Air Travel was purchased by NMT: Off
	Enter Hotel Expenses: 
	HotelPCardChkBox_Final: Off
	Enter Air Travel Expenses : 
	PlanePCardChkBox_Final: Off
	Check for Private Plane use: Off
	Enter private air mileage (auto-calculated if odometer readings are entered below): 
	AirReim_Final: 0.00000000
	Check for Official Vehicle use: 0
	Optional Official Vehicle #: 
	Check for Private Vehicle use: 0
	Enter private vehicle mileage: 
	PrivateAutoAmntStandard_Final: 0.00000000
	Check for private vehicle using Federal Mileage rate : 0
	Enter Mileage for private vehicle at federal mileage rate: 
	Enter federal mileage rate: 
	PrivateFederalAmntStandard_Final: 0.00000000
	Check for Private milage via odometer reading: 0
	OdometerAmnt_Final: 0.00000000
	Beginning Odometer reading: 
	Ending Odometer reading: 
	Enter number of miles traveled (auto-calculated if odometer readings are entered below): 
	Enter the mileage rate: 
	Other Transportation: (specify): 
	Check for Shuttle expenses: Off
	Other Transportation Costs: 
	Check for Taxi expenses: Off
	Check for Car Rental expenses: Off
	Check for Fuel expenses: Off
	OtherTransPCardChkBox_Final: Off
	Check for pre-paid registration by NMT: Off
	Check if registration paid by traveler: Off
	Registration Cost: 
	RegistrationPCardChkBox_Final: Off
	Miscellaneous expenses: 
	Miscellaneous expenses: 
	MiscAmntsPCardChkBox_Final: Off
	Miscellaneous expenses: 
	Miscellaneous expenses: 
	Enter Miscellaneous expenses: 
	Total Cost: 0.00000000
	Prepayments: 0.00000000
	Total amount to be reimbursed: 0.00000000
	Enter any Special Instructions: 
	If necessary, specify who this reimbursement should be sent to.: 
	Signature of traveler: 
	Requestor signature date: 
	signature of the traveler’s department/division head or the Principal Investigator of the grant/contract.: 
	Dept./Division Head or PI signature date: 
	Vice-President approval (required for reimbursement for actual lodging expenses).: 
	Concur or Second Approval signature date: 
	NMT President approval (required for international travel, and travel to Alaska or Hawaii).: 
	President's signature date: 
	Department Concurrence Signature / Initials: 
	Check to use NMT Per Diem: 0
	Check to use Federal Per Diem: 0
	Official Vehicle Mileage (auto-calculated if odometer readings are entered below): 



