
For Travel Office Use Only:

Copy forwarded to:

□ Purchasing Office

□ Controller's Office

Date

From:

Please adjust the specified document as follows:

Increase Decrease Cancel Change Reset

Travel Encumbrance#

Purchase Requisition No.

Purchase Order No.

Other

Account Number: Amount   $

Purpose of Adjustment:

APPROVAL

Requested by Vice President/President

Department Head/Director Title III Director (if applicable)

Dean/Auxiliary Manager/Asst. V.P. Grants Administrator (if applicable)

Budget Officer

 

Description

From

To

DATES: Complete for 

change of travel dates 

only.

Initials

DateName

Department

Grambling State University

Travel Office

Travel Adjustment Form
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