STUDENT    ACADEMIC   TRAVEL
This form is for use by students who have funding from a budget or department designated for students to attend conferences, workshops, or other events outside of the local area.   Complete form prior to coming to Purchasing.   Do not use Acronyms for the names of conferences or events.

Full legal name:   ___________________________________________________                                                          

Date of Birth:    __________________                       Cell phone #:___________________

Budget dollars available for this trip  $_____________    from account number______________

and from account number __________________________>

Event title:   ______________________________    Web site address:_______________________

Location:     _____________________________________ Dates:___________________________     

Registration fees:   ____________________Attach a copy of the event registration form if available.

Air Transportation:  List dates and times you need to leave and return.  No all flights may

be available at the times you request.   Prices vary according to date and time.  If you have a

specific budget for just transportation please indicate amount.  $_______________________

TICKETS ARE NON—REFUNDABLE  or  CHANGEABLE.   Fees will be charged for any

changes, including name corrections.   TSA now requires birthdates for  ticket purchases.

Preferred airport city:__________________________________________________
Leave date:  _________________   Time:  __________________    Optional time: ___________

Return date:_________________    Time: ___________________  Optional time:____________
_____________________________________________________________
Indicate outbound/return city if other than Columbus OH (CMH__________________________

Hotel:  If an event hotel has been specified every effort to lodge you in that hotel will be made.

If the hotel block is full, but the hotel has rooms available outside of the block, reservations can be made in the same hotel, but probably at a higher price. Overflow or the closest hotel will be the next option.  If you have a specific budget for total hotel cost please indicate $____________

Preferred hotel: ______________________________   2nd__________________________________
______________________________________________________________

Ground transportation:  Will you need transportation from the airport to the hotel ? _______

Hotels often have shuttles from airports to their own hotel.  Other shuttle services  (i.e.Super Shuttle) may be available.  Some of these companies will let us charge the cost up front. Others, and taxi services will want cash.  Metros, buses, subways, usually want cash or a debit card for tickets.  Please review the options available for the area you will be visiting.    

Email form to arnholt@denison.edu or drop off at  Doane Room 303, Kathy Arnholt ext:  6284
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