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	Absence from the City Request

(Training/Travel/Conferences/Meetings)

FILL OUT ONLINE – PRINT & SEND COPY TO: 
FINANCE DEPARTMENT & TRAINING AND DEVELOPMENT
(Signed by Supervisor/Appointing Authority/Dept. Head/ Mayor)
	DATE
	04/22/11


	
	
	

	

	Employee Name:
	     
	Dept #:
	  
	Dept Name:
	     

	Work Phone #:
	     
	Budget Account #
	     

	Purpose/ Course Title:
	     
	Destination/ Location:
	     

	Training/ Travel Dates:
	Beginning
	Ending
	

	
	Date:      
	Time:      
	Date:      
	Time:      
	


	ESTIMATED COSTS
	Check if Paid by P Card
	Mode of TRANSPORTATION
	WAIVER REQUEST (must include reason for request)

	LODGING 

Conf Hotel? Y  FORMCHECKBOX 
 N  FORMCHECKBOX 

	$      
	 FORMCHECKBOX 

	CITY CAR #
	     
	 FORMCHECKBOX 
 Lodging up to $      

	
	
	
	
	
	

	 MEALS
(APM 1-5 Pg 7)
	$      
	
	PERSONAL CAR**
	 FORMCHECKBOX 

	REASON for WAIVER:      


	
	
	
	
	
	

	TRAVEL*
	$      
	 FORMCHECKBOX 

	AIRPLANE
	 FORMCHECKBOX 

	

	
	
	
	
	
	

	REGISTRATION 
	$      
	 FORMCHECKBOX 

	BUS
	 FORMCHECKBOX 

	

	
	
	
	
	
	 FORMCHECKBOX 
 Advance Registration to be Paid – only if Credit Cards are not accepted.

You must attach LPO

Date Required:      

	 OTHER 
	$      
	 FORMCHECKBOX 

	OTHER
	 FORMCHECKBOX 

	

	TOTAL
	$    0.00
	
	
	

	*Travel should include all Transportation costs (including airfare, car rental, taxi fares,

personal vehicle mileage cost estimate & gas)*

**Must include CARS Non-Availability form or E-mail from Motor Equipment staff

indicating no City car was available to receive full mileage reimbursement rate**


	

	NOTE:

· CREDIT CARD MUST BE USED FOR ALL ADVANCE PAYMENTS. THEREFORE - NO CASH ADVANCES WILL BE ISSUED
· LODGING – ALWAYS ASK FOR GOVERMENT ROOM AND NO TAX PRIVILEGE OF A MUNICIPALITY

· ACTUAL EXPENSES SHOULD BE REPORTED UPON RETURN ON TRIP SETTLEMENT WITH ALL RECEIPTS ATTACHED (Including Meals/ Taxis/ Gas). INDICATE WHAT HAS BEEN PAID WITH A CREDIT CARD AND ATTACH COPY OF RECEIPTS TO SETTLEMENT IF RECEIPT IS NOT ALREADY ATTACHED TO ABSENCE FORM (Hotel/ Registration/ Airfare)


	· BY SIGNING THIS FORM, I ACKNOWLEDGE THAT I AM AWARE OF AND AGREE TO THE CONDITIONS/RULES FOR TRAVEL FOR CITY BUSINESS CONTAINED IN APM 1-5.


	EMPLOYEE  SIGNATURE

	Approved Date:
	IMMEDIATE SUPERVISOR
	DEPT/ DIVISION HEAD or APPOINTING AUTHORITY
	MAYOR must approve travel for Dept./Division Heads
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