University of Central Arkansas
Airfare Purchased within 14 Days of Departure
Effective September 1, 2011 a revision of the Arkansas Department of Finance and Administration regulations states that commercial airline tickets purchased with less than a 14 day advance must be explained in writing prior to purchase and approved by the President.

Please explain in the box below the reason for not purchasing a commercial airline ticket prior to 14 days of travel.
Name of Traveler: ___________________________

Purchase Order Number: _____________________

___________________________________

______________________
                  Signature of Employee



       Date
___________________________________

______________________
      Signature of Vice President/Provost



       Date
___________________________________

______________________
                   Signature of President



       Date
After signatures have been obtained, forward or bring to the Travel Office in Wingo 113.









