
Environmental Sciences  
Travel Arrangement Request Worksheet 

Travel can be very complicated. This worksheet is designed to gather the necessary information 
to make your travel arrangements.  Complete form and save as PDF.  Submit the PDF, 

registration forms, and any other documents to Elizabeth Jackson at ej2h@virginia.edu.

Date Requested Date Needed

Full Legal Name of traveler Preferred First Name

Phone number E-mail address Employee type

Travel Dates Location

Purpose of travel - (be specific)

REQUESTED TRAVEL ARRANGEMENTS - Date of Birth is only necessary for air travel

Air Date of Birth

Train 

Rental Car 

Registration  (include website) Hotel information - (include website)

Other info

PTAO INFORMATION

PTAO Travel Estimated Cost $

PI Approval (sign) Fiscal 
Approval (sign)

Notes
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