


Traveler Name:
Location of Travel:
Travel Dates:
Travel No:

Travel Request Checklist

Airfare (2 Days Before + Conference/Meeting Days + 1 Day After)
Note: Traveler is not eligible for "2 Days Before" if flight hours are  less than 8 hours . 
    See RCUOG Travel Policy for more details.
Per diem rate per location (2 Days Before + Conference/Meeting Days + 1 Day After)
If within United States, use GSA per diem rates from this link: 
https://www.gsa.gov/travel/plan-book/per-diem-rates
If international travel, use GSA per diem rates from this link: 
https://www.travel.dod.mil/

Hotel/Lodging Quote (if more than 7 travel days)

Official agenda (e.g. registration form or meeting schedule)

If international travel, attach conversion rate

Travel Clearance Checklist

Trip report

Boarding passes, Mileage earned, or Luggage tag

Hotel/Lodging Receipts

Other travel-related receipts (e.g. taxi receipt, registration fee, auto rental receipt)

Proof of payment of your receipts (e.g. credit card statement, or paid invoice 
with credit card information)

Note: Travel Clearance must be submitted to the RCUOG office within 20 calendar days
after the traveler returns home. For more guidance, please reference our travel policy:
Travel Policy Link Here

RCUOG Forms Link: Policies and Forms | University of Guam (uog.edu)

*TRAVEL CLEARANCE WILL BE RETURNED IF MISSING ANY ITEMS ABOVE*




