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Tower Lighting, LLC

Pre-Travel Authorization Form

Traveler Name
Department
Today’s Date
Departure Date
Return Date

Purpose of
Travel

Customer(s) /
Vendor(s)

Location(s)

Mode(s) of
Travel

Trade Show
Customer Visit(s)
Vendor Visit

Air
Rental Car

Travel Information



Reason for
Travel / Notes

Estimated Cost  Airline

Rental Car
Hotel

Total

Is this travel anticipated in Travel Budget?

Approved

( supervisor )

Date

Yes

No
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