Montana Supreme Court

Office of the Court Administrator

REQUEST FOR APPROVAL AND JUSTIFICATION 

OF OUT-OF-STATE TRAVEL

	ELECTED OFFICIAL/EMPLOYEE:


	EVENT / DESTINATION:



	DATES OF 

TRAVEL: 
	TOTAL # OF 

TRAVEL DAYS:  


	ITINERARY:  (Time/date of departure, time/date of arrival, mode of travel, etc.)

	ESTIMATED EXPENSES:

Reimbursement for lodging is limited to maximum allowable federal lodging rates.  To find the allowable rates for the city you are staying in, go to http://www.policyworks.gov/org/main/mt/homepage/mtt/perdiem/perd04d.html LODGING RATES THAT EXCEED THE MAXIMUM WILL NOT BE REIMBURSED.
Transportation (airfare must be purchased on ProCard):   

$_________________________

Meals:

$_________________________

Lodging:

$_________________________

Registration:       

$_________________________

Other (cab, etc.)  

$_________________________

TOTAL              

$_________________________
	JUSTIFICATION: 1) attach a copy of the training, conference or meeting agenda; 

2) state reason for travel; and 

3) state source of funding (general fund, name of grant, scholarship, etc.)

	SIGNATURES
	
	DATE

	Employee
	
	

	Employee’s Supervisor
	
	

	Becky Buska, Financial Services Director
	
	

	Beth McLaughlin, Court Services Director
	
	

	Jim Oppedahl, Supreme Court Administrator
	
	

	REQUEST FOR TRAVEL ADVANCE

Note: The Budget and Finance Division must receive Travel Advance Requests, at least 10 days prior to travel date to insure receiving travel advance.  A Travel Voucher must be submitted after completing travel.

	ELECTED OFFICIAL/EMPLOYEE INFORMATION:

NAME:_____________________________________________

JOB TITLE:_________________________________________

SOCIAL SECURITY #________________________________

SIGNATURE:_______________________________________
	AMOUNT REQUESTED:

Meals:$____________________

Lodging:$__________________

Transportation:$_____________

Other:$____________________

TOTAL:$_________________


PLEASE MAIL FORM TO:

Court Administrator's Office

PO BOX 203002

HELENA, MT  59620-3002

