
tsai.147
Sticky Note
Choose from drop-down menu.

tsai.147
Sticky Note
"Search" by keying in your name as specified; click "select" to populate the next two fields.

tsai.147
Sticky Note
Key in the name and email for non-OSU travelers.

tsai.147
Sticky Note
Important details to include: what, where, and when. Example: Paper-presentation at American Academy of Religion Annual Meeting, to be held on Nov. 23-26, 2013.

tsai.147
Sticky Note
Department travel allowance, A&H Grant-in-Aid, A&H Research and Creativity Awards, etc.

tsai.147
Sticky Note
Estimate departure and return dates and times or refer to your ticket itinerary.

tsai.147
Sticky Note
If your departure and destination cities do not include Columbus, be sure to give a rationale in the "comments" section; attach documents showing airfare  comparisons to justify costs.

tsai.147
Sticky Note
Try your best to estimate; please overestimate when uncertain.



tsai.147
Sticky Note
Attach grant approval documentation, grant budget proposal, conference program, or fare comparisons, etc.  Note: attachments can only be done after you click "save for later" on the bottom of page.

tsai.147
Sticky Note
Note here if you'd like your airfare to be prepaid, or anything you want Wen or the Chair to know.

tsai.147
Sticky Note
Click "Save for later" then attach any documents.

tsai.147
Sticky Note
Key in tsai.147@osu.edu or search Wen's email via "Lookup Travel Arranger".  

tsai.147
Oval
Onto Wen!

tsai.147
Line
Please do not select this button! Wen will not receive your request if you do.

tsai.147
Line
Leave blank for Wen.




