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ITD 00632   (Rev. 6/01)

OUT-OF-STATE TRAVEL REQUEST

(Use in conjunction with ITD 00633, Travel Cost Comparison and Approval)

	Employee Name:
	     
	Date(s) of Travel:
	     

	

	Purpose of Travel:
	     

	

	1. 
	Provide a cost justification and benefits to the state that will result from this travel (include agendas, program outlines, etc., to help judge the value).

	

	
	     

	

	2. 
	If more than one person is recommended, explain why multiple representation is necessary.

	

	
	     

	

	3. 
	Explain why the employee recommended for the travel is the correct one.

	

	
	     


APPROVAL

	Section Head/District Engineer
	
	Date
	
	Higher Authority
	
	Date








