
Travel and Business Related Expense Exception Authorization
(To be attached to Travel/Expense Report)

Name of Employee________________________________________________________

Types(s) of

Expense_________________________________________________________________

_____________________________________________________Amount $__________

Justification______________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

Name of Guest(s),  If Any:

_________________________________                _______________________________

_________________________________                _______________________________

_________________________________                _______________________________

_________________________________                _______________________________

_________________________________                _______________________________

_________________________________                _______________________________

_________________________________                _______________________________

_________________________________                _______________________________

_________________________________                _______________________________

Total Amount $____________________

Date_____________________________ Signature______________________

Amount Approved $________________ Date__________________________

Name of Officer or Dean___________________________________________________

Date_________________________      Authorized Signature_______________________
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