
CenSARA TRAVEL ASSISTANCE REQUEST FORM 
Use this form for single or multiple travelers to same location 

 
Date of Request:   

 
Updated 7/16/2026 

Agency and Section:   

Employee Name(s):   

____________________________________________________________________________ 

 
What are you requesting travel assistance for: 

[ ] CenSARA Training Course Title/Date:    

[ ] Meeting Name:     

[ ] Non-CenSARA Training Course Title/Date:    

Date(s) of Conference or Training:    

Location (City and State):   

Link to Conference or Training:   

Is there a conference hotel?  Yes  /  No    

Link to Conference Hotel: _______________________________________________________ 
 

Reimbursement for: Airline [  ] Car Rental [  ] Hotel [  ] Parking [  ] 

 
Hotel Check-in Date: __________________   Hotel Check-out Date: ___________________ 

 
Other specific travel information: ______________________________________________ 

 
 
 

 
State/Local Financial Manager Contact information (needed only if CenSARA will reimburse the agency for this trip). 

 
Name: Phone:  

 
Email Address:   
 
 
State/Local Air Director Signature:   

 
CenSARA Executive Director Approval:   

NOTES: 

Car Rental requires explanation as to why this is the most economical method of travel. 

Airline tickets must be standard economy class. 

GSA Lodging rate: https://www.gsa.gov/travel/plan-book/per-diem-rates 


