
T R A V E L  A G E N D A  

Conference/Meeting Name (if applicable) ____________________________ 

Employee Traveling: ______________________________________ 

Location(s): __________________________________________ 

Dates of Travel:   Trip Begin: ________________ Trip End: _______________ 

Purpose of Trip: 

Define how this trip is related to job duties and the benefit to the state: 

Additional Comments: 
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