
Anthropology Travel Information Worksheet
Section A: (to be completed and submitted to Pam Freeman at least 3 weeks prior to departure)

Date Submitted: ________________________
Traveler:




​​



Departure Date:




UFID #:









Return Date:




Destination:




(city, country)


E-mail:                



Current Mailing Address:  ___________________________________________________________________________________________________________

Home Phone:  ___________________________    Cell Phone:  ______________________________

Emergency Contact (name, relationship, and phone number):  ________________________________________________________________________________________________________________________________________________________________________________________________________________________
Travel advance needed and by what date?  _______
Yes_______No (When applicable) 
Advance registration needed? _______Yes​​​_
No   
         For Federally Funded Travel, Please confirm below.
Ticket payment prior to trip? _______Yes

No                  Confirm Fly America Act Compliance: ___________________
Rental car (Avis/Budget) needed?  _______Yes_______No    Date needed:  





All flights, hotels, and car rental are now to be booked via the new UFGO/Concur travel system with a few exceptions,   https://www.concursolutions.com/.  Please contact Pam Freeman, pamelakfreeman@ufl.edu or 352-294-7532, for further instructions and booking processes.
 (Note:  Department p-card/prepaid charges can only be authorized and approved by the Office Manager, Karen Jones)
Source of Funds: _________ Dept._________ Start-Up_________ Grant (if more than one, be specific) __________Other
Amount:
 _________          _________               _________                                                   ________
Purpose of Trip (Note: If conference travel, list name of the conference and if you are presenting.  For research, a brief statement of purpose and objectives.
_____________________________________________________________________________________________________________________________________________________________________________________________________________​​​​___________    Registration/Proof of CISI Emergency and Health Insurance Plan (for international travel only):  https://internationalcenter.ufl.edu/travel/online-travel-registration
__________________________________________________________________________________________________
UF Equipment with decal # (for international travel only):  ___________________________________________________________
Contents of Laptop (for international travel only):  Encrypted?  ___________ Student Data?  ______________________________ 
Any additional information:  












UFIC Forms Signed & Completed: _____Yes_______No (International Travel ONLY) UFIC International Form.doc and
US Embassy Foreign Travel Registration:  STEP___YES___NO https://travelregistration.state.gov/
************************************************************************************************************

Section B: (to be completed and submitted with receipts to Pam Freeman within one week of return to Gainesville)
· If information listed above changed after TA was submitted, please note changes.

· Receipts in paper form must be taped to 8 ½”x11” paper, single sided.  If not in English, please write a very brief 
description of the item.  Digital receipts can be sent via e-mail to Pam Freeman or loaded into the SAP Concur Mobile app.
· If paper receipts are in foreign currency, please visit www.oanda.com and use the classic converter to exchange into US dollars.  Use specific date of receipt, specific amount of receipt and print the conversion page for each receipt or provide proof of bank exchange.  This can also be submitted in excel spread sheet form for multiple expenses.
· If loaded via the SAP Concur Mobile app, the system will convert this for you according to the date on the receipt.
· Please provide the following:

· Copy of complete itinerary from travel agent, or online booking site, passenger receipt, and boarding passes.
· Receipts for taxis, buses, or other transportation by date. 
· Hotel receipts must be itemized, and must provide the single room rate for that hotel.   All items of a personal 
nature such as bar bill and restaurant charges must be on a separate charge.  In addition, business phone 
charges should be noted on a separate piece of paper.

· For personal vehicle use, provide the odometer readings for the start and end of the trip along with specific travel times.

· Any other receipts, organized by kind and date.  Anything unique (i.e. boat, canoe, motor scooter) must be accompanied by certification that the expense was for official business and why it had to be incurred during the course of this trip.

Departure Time from Home:  


Return Time to Home:  





Is conference program attached (if applicable)?  

Yes

 No

Please list itinerary of dates and cities (if more than one) visited while traveling:  






If you have any questions about your travel plans, please contact Pamela Freeman @ 352-294-7532 or

 e-mail:  pamelakfreeman@ufl.edu.
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