
UK Travel Policy: https://ufs.uky.edu/bpm/e-5-1-reimbursement-travel-expenses     7/21/25 

PRE-TRAVEL FORM 
For Out-of-State Travel 

* Must receive approval from PSS Office prior to booking a trip.*

Procard Holder Signature ____________________    PSS Office ____________________  

Traveler Name   ______________________________ 
Procard Holder  ______________________________ 
Account Number(s), SIO  __________________________________________________ 

Title of Event    __________________________________________________ 

Dates of Event  __________________________________________________ 

Departure Date  ___________ Return Date   ___________ 

Event Location  __________________________________________________ 

Business Purpose   

Does this trip involve personal travel?  Yes/No _______    If so, provide dates & explain: 

Mode of Travel  __________________________________________ 

If travel by car, is the trip over 500 miles, each way?   __________ 
*If so, complete an air vs auto form & obtain a cost comparison in Concur.

For your Travel Expense Report in Concur, be sure to include a copy of this form along 
with documentation of the event (agenda, itinerary, email). 

Have you registered this trip with the UK International Health, Safety and Security 
Office?   ______________________ 

Expenses to be Paid by 3rd Party   ______________________________________________ 

Required to disclose in annual Conflict of Interest form through myUK. 

International Travel Only 
 

Please be aware:  While traveling, a Procard cannot be used for some expenses, i.e., 
individual meals, certain upgrades, and personal charges.  Review policy here.  

https://ufs.uky.edu/bpm/e-5-1-reimbursement-travel-expenses
https://ufs.uky.edu/sites/default/files/eforms/airvsauto.pdf
https://ufs.uky.edu/travel-services/travel-policies/air-vs-auto#:%7E:text=An%20Air%20vs.,known%20if%20inside%203%20weeks.
https://international.uky.edu/ihss
https://international.uky.edu/ihss
https://research.uky.edu/sites/default/files/2025-03/instructions-for-completing-coi-disclosure.pdf
https://ufs.uky.edu/concur-travel-expense-management/travel-expense-policy

	Traveler Name: 
	Procard Holder: 
	Account Numbers SIO: 
	Title of Event: 
	Dates of Event: 
	Departure Date: 
	Return Date: 
	Event Location: 
	Does this trip involve personal travel YesNo: 
	Mode of Travel: 
	If travel by car is the trip over 500 miles each way: 
	Office: 
	Expenses to be Paid by 3rd Party: 
	Text1: 
	Text2: 
	Button4: 


