
 
 

Request for Change in Travel Arrangements 
 
 
 

Name:_____________________________ 
 
Original Travel Dates:__________________________________________ 
 
Original Destination:___________________________________________ 
 
Change Requested:_____________________________________________ 
_____________________________________________________________
_____________________________________________________________
_____________________________________________________________
_____________________________________________________________ 
 
Reason For Change: ___________________________________________ 
_____________________________________________________________
_____________________________________________________________
_____________________________________________________________ 
 
 
 
______________________________                                      ____________ 
Signature                                                                                  Date                  
 
 
I hereby authorize the above changes and approve the cost associated with 
these changes.  These changes were due to government business. 
 
 
________________________________                                 ___________ 
Project Leader’s Signature                                                      Date 


