[bookmark: _GoBack]NRC SPONSORED TRAINING FOR AGREEMENT STATE STAFF 
TRAVEL APPLICATION FORM


	TRAVEL PURPOSE

												STATE:

	TRAINING COURSE/WORKSHOP:  

	COURSE NUMBER:  

	LOCATION (CITY/STATE):  

	COURSE START DATE:  
	COURSE END DATE:  

	TRAVELER INFORMATION

	NAME:
	SS#*:  

	HOME ADDRESS
	BUSINESS ADDRESS

	STREET:
	STREET:

	CITY:
	CITY:

	STATE:
	ZIP:
	STATE:
	ZIP:

	E-MAIL ADDRESS: 
	WORK PHONE #

	TRIP INFORMATION

	DATE OF DEPARTURE:
	DATE OF RETURN:

	DEPARTURE CITY: 
	RETURN CITY:

	AIRLINE/FLIGHT #:
	AIRLINE/FLIGHT #:

	DESTINATION CITY:

	AIRFARE QUOTED BY CARLSON TRAVEL:
	RECORD LOCATOR #:

	R/T MILES (IF PLANNING TO DRIVE)**:
	STATE OWNED VEHICLE: (YES/NO):

	LODGING ARRANGEMENTS MADE (YES/NO):	

	HOTEL:

	HOTEL RATE:

	HOTEL PHONE:



*   If you have provided your social security number previously this fiscal year, we only require the last 4 digits.
** If you plan to drive a personal vehicle and claim mileage reimbursement, a cost comparative is required.  If you plan to drive a State owned vehicle, it is not necessary to complete the Cost Comparative below

Please call Carlson Travel at 1-800-453-8396 and provide the travel attendant with your flight requirements. The Carlson Travel attendant will provide you with options, advising you of the Government Contract Carrier.  If the Government Contract Carrier is available, but refused, please indicate the reason for refusal below.  Note that Carlson Travel Business hours are 8:00 a.m. – 6:00 p.m. EST.  Please complete this form and e-mail to AStrainingandtravel.Resource@nrc.gov along with Carlson Itinerary, if applicable.  If you have any questions, please contact the Training and Travel Coordinator, Marcia Casby, at 301-415-6525.

	Justification for non-use of Government Contract Carrier: 



	COST COMPARATIVE TO DRIVE VERSUS FLY
(COMPELTE ONLY IF YOU PLAN TO DRIVE)

	FLY
	DRIVE

	Cost of Flight if Flying (provided by Carlson Travel)
	$
	Total Mileage at .56/per mile:
	$

	Airport Parking
	$
	Additional Hotel Night (if required)
	$

	Taxi Fare to/from Airport and Hotel
	$
	Additional Per Diem (if required)
	$

	Taxi Fare to/from Hotel and Course Location
	$
	Other Expenses (tolls, etc.)
	$

	TOTAL
	$
	TOTAL
	$
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