
LET US HELP YOU!

DON’T KNOW HOW TO FILL OUT A TRAVEL 
REQUEST FORM?!😄



FOLLOW NUMBERED ARROWS

1

4

3

2

5

Fill in the 

name of the 

requester.

Fill in the A# of the 

requester.

Fill in the name of the 

club requesting 

following the tag of 

SGA. EXAMPLE:

SGA/Student 

Activities Council

Fill in the 

mailroom box 

number of the 

requester. 

EXAMPLE: Box 

#6213

Provide a brief description of the event 

and the destination of travel. EXAMPLE: 

Harlequin will be visiting New York City 

on April 22, 2018. Departing at 8 AM and 

Returning at 9:30 PM. 



FOLLOW NUMBERED ARROWS
Fill in both the 

departure and return

time of the travel. 

It is not required for clubs to fill in the 

meal section, but if needed clubs can 

provide the information needed. 

Note: The stipends are not set. Clubs 

are able to change the amount to be 

requested.

**IF IN NEED OF A HOTEL OR PLACE TO 

STAY, PLEASE CONTACT THE SGA 

OFFICE MANAGER FOR ASSISTANCE.**

**IF IN NEED OF TRANSPORTATION, 

EMAIL THE SGA OFFICE MANAGER TO 

REQUEST A VAN. OWN VEHICLE IS NOT 

AN OPTION**

YELLOW UNDERLINE, FILL OUT.

RED STRIKE THROUGH, DO NOT FILL 

OUT.

If requested any budget money for a trip, a copy of this form will be returned to 
the requester with the approved check amount.

As a student club, you are allowed to 
receive the full amount of a requested 
advance. PLEASE CHECK YES!



FOLLOW NUMBERED ARROWS

Make sure to have the 

person requesting to 

sign and date when 

finished filling it out. 



You Must Also Fill Out the Student Travel Form
Note: Advisors must attend if the destination is over 55 miles round trip unless  special 

approval from the department is given.



Itinerary Must Also Be Attached
(This can be just a typed Word Document)

Itinerary 1/1/19

8am Leave MCLA

11am Arrive at (Location)

5pm Leave (Location)

6pm Stop for Dinner

8pm Arrive at MCLA

Example:


