To Complete the E-Travel Online Request Form:
1. Login to myUMBC from the UMBC Home Page and select the Topics Menu, select Financial Services & Accounting, select the E-Travel Request Form on the top left.
2.   Important:  All fields denoted with an * must be filled in before submittal.  
After filling out this E-Travel Online Request Form, the Approving Authority must email the form to travel@umbc.edu to activate the process.

Agency, Dept., Traveler
3. *If this is a first request, select “No.”  If this is a revision to a previous request, select 
                      “Yes,” which makes this a supplement.
4.  The TR number is an automatic function and will be assigned when you submit the    
  initial form.  
5. *Travel Agency - Select travel agency from drop-down menu.
· Select Omega, Travel-On or Globetrotter if the university is purchasing the airline ticket from one of these vendors.

· If not using a contractual agency, select “Other” in drop-down menu.  This indicates that you are purchasing your own ticket.

6. If  “Other,” specify:  If air or rail arrangements were made using an agency other than Globetrotter, Travel-On or Omega, enter the name of the agency if known.  If agency name is unknown, enter “unknown” or “own.”

(Note: If you are using a personal credit please choose “other” as the contract agency even though you may be using a UMBC contract agency.)

7. *Department – Select department from drop-down menu.  

8. *Name must be the same as the identification the traveler will present when traveling.

            *Last name – Enter traveler’s last name.

            *First name – Enter traveler’s first name.

9.  *Are you an employee?  Select *“Yes” or *“No.”
10.   Do not fill in SSN#, Visa Type or Passport/Visa Number.
Distribution of Charges

11. If the Fund is 1111 or 1112 only fill in the information up to and including the account number.
12. If the Fund is 1113 or 1253, please fill in the entire distribution of charges.
13. *The Account Number, with exception of Athletic Department, will be 7040100-in-state, 7040300-out-of-state, as indicated in the drop-down menu.       
Costs
14. *Cost of ticket (the form totals costs for user) 
· *Air/Rail/Bus:  If using contract travel agency, reservation must have 

  been made prior to submission of this form.  Enter the cost of fare.

· *Air:  Select “Yes” or “No”
· *Rail: Select “Yes” or “No”
· *Reimbursable Expenses:  Enter an estimated amount (e.g., lodging, auto        
  rental, meal per diem, taxi, etc.)
Travel
15. *Departure Date -  Enter the date the traveler departs MM/DD/YYYY.

16. *Return Date -  Enter the date the traveler returns MM/DD/YYYY.

17. *Origin -  Enter the city and state or country the traveler begins the trip from.

18.   Origin Code – If the 3-letter airport code is known, enter here.  If unknown, leave blank.

19. *Destination -  Enter city and state or country. 

20.  Destination Code – If the 3-letter airport code is known, enter here.  If unknown, 

 leave blank.

21. *Trip Purpose  - Enter the specific trip purpose here.  
22. *Select “Yes” if your traveler is in compliance with UM travel policies.
23. *Select “No” if your traveler is not a federally funded CV4 or CV5 traveler on foreign travel.  If “Yes,” fill in numbers 24 and 25.    

24.  US Airline Name -  Is not required unless traveler is federally funded.

25.  Sponsored funds – Is not required unless traveler is federally funded.

Contacts
26. *Department Contact Name –  Enter name of contact person for this travel. (Person            

  who made reservation.)  

27. *Department Contact Phone – Enter telephone number of contact person.  

28. *Department Contact E-Mail – Enter complete E-Mail address of contact person.

29. *Approving Authority E-Mail is the next level of authority above the traveler. However, if the traveler is traveling out of the country the approval must include th next level of authority plus the Dean’s and the Vice President or Provost approval.  The request will be returned if it is not forwarded from the correct approval authority.

30. *Approving Authority Name – Enter complete name of designated approving 

  person.

31.  Approving Authority Phone – Enter telephone number of approving authority.

32. CC – Up to three complete E-Mail addresses.  Each department must make its own decision as to the person who originates the request and who needs a copy.

Comments – Not required.

Review Order, Submit Order
33. Select “Review Order.”  This button allows the preparer to review the trip detail and make any necessary corrections.  If any changes must be made, select the “Back” button and make changes where necessary.  After changes are made, select “Review Order.”  Review the travel request for accuracy.

34. Select “Submit Order” to forward the E-Travel form to the approving authority.  The approving authority will then submit the form to travel@umbc.edu.  If foreign travel, it must be submitted to the approving authority who will then forward to the Dean.  The Dean will approve by forwarding on to travel@umbc.edu.

Please direct inquiries to travel@umbc.edu.
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