FOR GCA/RF USE:

ODU RESEARCH FOUNDATION (RF) TRAVEL CHECKLIST FOR ATA APPROVAL

ATA # assigned

PLEASE COMPLETE AND SUBMIT TO YOUR GCA

1. Name of Traveler
(Multiple travelers need individual forms)

ODU Employee or

2. To what project # will this travel be charged?

RF Employee
(GRA, students, Post-
Docs, lab personnel,
some faculty if
summer direct pay)

3. Please list the location of the travel

(if outside the US, prior approval from ODURF Executive Director is required)

3a. Is this foreign travel? |Select One:

3b. Will you be presenting research?|Select One:

Only if Foreign travel :
3c. Has an export control review been conducted on this project? Select One:
If No and it is foreign travel, please click here to complete the Export Control Form. Export Control Checklist

3d. If foreign travel, you must also receive ODU pre-approval (Chrome River) per the Faculty Handbook & ODU Foreign
Travel Policy. Please check boxes below to verify you have read the policies and are in compliance.

ODU Chrome River pre-approval received
ODU Travel Policy Foreign Travel Policy and attached (ODU Employees only)

4. What are the dates of travel? Depart Return

Select One:

5. What is the purpose of the travel? (if other, please explain below)

6. Briefly, how does this travel specifically benefit/relate to the project?

7. Breakdown of expenses (estimated) Source paying expenses
Airfare $0.00| Paid by other source
Hotel $0.00| Paid by other source
Per Diem $0.00[ Paid by other source
~ Other/Misc $0.00[ Paid by other source
(Registration, gas, parking, etc)
Total $0.00| Rental Car # of days (if applicable) I:l
GSA Per Diem Rate Lookup gAnyon.e or\;/err?.tlrgfa reBntél car Lnust con'?pRlete al .y
(75% on travel days, 100% all other) peratlng enicle Tor business Furposes: ental Car orm)
PI SIGNATURE: GCA SIGNATURE:

RF EXECUTIVE DIRECTOR SIGNATURE

(Foreign Travel only):

Version 4/2019



http://www.researchfoundation.odu.edu/pdf/exportcontrolchecklist.pdf
http://www.odu.edu/facultystaff/university-business/travel/guidelines
http://www.odu.edu/content/dam/odu/offices/finance-office/policies/travel/travel-outside-US-6-714.pdf
aeaster
Text Box

http://www.researchfoundation.odu.edu/pdf/RentalCar.pdf
https://www.gsa.gov/travel/plan-book/per-diem-rates
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