	RESEARCH SERVICE TRAVEL REQUEST GUIDELINES

	1. Requests for Research funded (GPF, Program 821, 822, 824 & 825) travel must be received in the Research Budget Office (Bldg. 1 Room C-318, Mail Code 151) at least TEN DAYS IN ADVANCE of the desired departure date.  Deviations must be approved by the ACOS for R&D.  

2. The information requested must be complete and accurate to avoid unnecessary delays.  

3. If a registration or tuition fee is involved, you must pay this in advance and then request reimbursement by the VA on a SF-182 Form prior to the detail.  EXCEPTION:  GPF FUNDED TRIPS.       
4. Attach any literature pertaining to the trip.  

5. Travel vouchers must be completed and returned to the Travel Unit (04G) within 5 days of completion of travel.  

6. DO NOT PURCHASE YOUR OWN TICKETS.  Only the Travel Clerk is authorized to do this.  You will not be reimbursed if you purchase your own ticket.    AIRLINE RESERVATIONS SHOULD BE MADE THRU OMEGA WORLD TRAVEL at (866-263-0132).  PLEASE PROVIDE THE DETAILS BELOW:    

	Date:
	     
	Carrier:  
	     
	Flight #  
	     
	Departure Time:
	     

	Date: 
	     
	Carrier:
	     
	Flight #  
	     
	Departure Time:
	     

	Ticketed Date:
	     
	Cost:  
	     
	Omega Contact:
	     

	If you will be using Annual Leave in conjunction with travel detail, provide copy of your leave slip.   

	TRAVEL UNIT x25566    OMEGA 866-263-0132     RESEARCH BUDGET OFFICE x25706 or FAX #708-202-2263

	Name:       
	Title:       
	Ext:      

	Service:      
	SSN:       
	Mail Code:      

	Home Address:      

	Purpose of Travel:      


	POINTS OF TRAVEL    

FROM:  HINES
	TO:       
	AND RETURN TO:   

 HINES 

	Attending Only:   FORMCHECKBOX 
     If Presenting, Title of Presentation:       

	Meeting Dates: From:         
	To:       

	Departure Date:      
	Return Date:       

	Mode of Transportation:             Air    FORMCHECKBOX 
                   Rail    FORMCHECKBOX 
               POC    FORMCHECKBOX 
                       Other    FORMCHECKBOX 


	Amount of Registration or Tuition (if any)  GENERAL POST FUNDS ONLY:      

	Signature of Approving Official:  

	Control Point:        
	     
	
	Cost Center:
	     

	Appropriation Symbols:      
	Account Number:      


ESTIMATED TOTALS:
	Air Fare/Rail (Includes $21.00 TMC Fee):       
	POC:       

	Ground Transportation:                       
	Reg. or Tuition Fee (GPF ONLY):      

	Lodging: 
	     
	
	M&IE:
	     
	
	Daily Per Diem Rate:
	     

	Total Per Diem Authorized:                       
	Number of Days:       

	Car Rental:                              
	APPROVED TOTAL            


FAXED DATE:       
