[bookmark: _GoBack]UNIVERSITY OF FLORIDA - GEORGE A. SMATHERS LIBRARIES
TRAVEL AUTHORIZATION REQUEST – 2011-2012
(For Use by Library Faculty and Staff)

Please use this form for travel through June 30, 2012

Please realize that per-trip funding depends greatly on the number of trips funded.  Requesting funding for trips that will not be made reduces the funds available to those who will actually travel.  While we understand that unforeseen developments occur, travelers who request funds this year and do not travel may be penalized in the allocation of funds during the next fiscal year.  Please e-mail travel@uflib.ufl.edu as soon as you know you will not be able to take a trip that the Professional Development Travel Committee has funded, so that we may try to reallocate the funds to other travelers.  THANK YOU.

[bookmark: Text1][bookmark: Text2]NAME OF TRAVELER:                                                           UFID:      

[bookmark: Text3]DEPARTMENT:      

ARE YOU CURRENTLY UNTENURED IN A TENURE-TRACK POSITION?             |_| YES     |_| NO

[bookmark: Check11][bookmark: Check12]IF “YES,” HAVE YOU ALREADY COMPLETED YOUR MID-TENURE REVIEW?   |_| YES     |_| NO

[bookmark: Check1][bookmark: Check2]THIS REQUEST SUBMITTED FOR:|_|Permission & Travel Funding|_|PermissionwithoutTravel Funding


[bookmark: Text14]MEETING/EVENT:      

[bookmark: Text5]LOCATION:      

[bookmark: Text6]DATES:      

[bookmark: Text13]REGISTRATION COST FOR THIS EVENT:      


[bookmark: Check5][bookmark: Check6][bookmark: Check7][bookmark: Check8]CATEGORY OF FUNDING REQUESTED:     |_|A   |_|B     |_|C   |_|D     |_|E   |_|F     |_|R   |_|OB

Out-of-State Events 
A. Out-of-State Events - Attendance with Program or Service Responsibilities
B. Out-of-State Events - Attendance without Program or Service Responsibilities
In-State Events
C.	In-State Events - Attendance with Program or Service Responsibilities
D.	In-State Events - Attendance without Program or Service Responsibilities
International Events
E.	International Events - Attendance with Program or Service Responsibilities
F.	International Events - Attendance without Program or Service Responsibilities
Other categories (please note, both of these travel types require submission of a detailed budget)
R.	Research – Travel for scholarly research with a specific outcome
OB.	Official Business – Representing UF Libraries or receiving essential training

Please Note:  Initially, the committee will only fund two trips per person.  Additional requests for funding may be submitted now, but will not be reviewed until sometime after February 1, 2012.

[bookmark: Text7][bookmark: Text8]PLEASE RANK THIS TRIP #      out of       Requested Professional Development Trips.
[bookmark: Text11]DESCRIBE THE NATURE OF THIS TRIP:     


[bookmark: Text9]DESCRIBE THE BENEFIT TO THE LIBRARY & STATE BY YOUR PARTICIPATION:      


[bookmark: Text10]DESCRIBE THE BENEFIT TO YOUR PROFESSIONAL DEVELOPMENT BY YOUR PARTICIPATION:     


PLEASE LIST THE EXTENT OF ANY PROGRAM AND/OR SERVICE RESPONSIBILITES RELATED TO THIS TRIP (INCL. ANY OFFICE(S) HELD):     


[bookmark: Check3][bookmark: Check4]OFFICIAL BUSINESS TRAVEL?
Official Business Travel, as opposed to Professional Development Travel, is funded by library administration and not by the Professional Development Travel Committee.  Official Business usually involves representing UF as an institutional partner in a joint project or receiving training deemed essential to the library’s mission.   The Associate Deans and Dean will determine which trips constitute Official Business and fund those trips from their own budgets.
With the above in mind, you think this trip should be considered “Official Business” as opposed to “Professional Development?”      |_|YES	|_|NO    

[bookmark: Text12]IF “YES,” PLEASE EXPLAIN AND ATTACH ITEMIZED ESTIMATED COSTS FOR THE TRIP:      


TRAVELLER’S SIGNATURE: _____________________________________________    DATE____________


DEPARTMENT CHAIR’S SIGNATURE ________________________________ ____    DATE______________

[bookmark: Check17]Approved For Funding:	|_|A  |_|B  |_|C  |_|D  |_|E  |_|F  |_|R    |_|Approved for travel without funding

[bookmark: Check18][bookmark: Check19]Do you recommend this for Official Business funding?  |_|YES  |_|NO


ASSOCIATE DEAN’S SIGNATURE: ___________________________________   DATE______________

Approved for Professional Development Funding: |_|A  |_|B  |_|C  |_|D  |_|E  |_|F  |_|R
|_|Approved for travel without funding
[bookmark: Check21][bookmark: Check22]Approved for Official Business Funding:      |_|YES      |_|NO	
IF YES, DEAN’S SIGNATURE: ____________________________________________


PROFESSIONAL DEVELOPMENT TRAVEL COMMITTEE SECTION

Date Travel Form received: ___________________________

Approved for Category: |_|A    |_|B    |_|C    |_|D    |_|E    |_|F
Research |_|		Official Business |_|

Date Approved: _________________    Date Notified: __________________
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