Complete a Travel Form Desktop

Log in to TeamWorks — https://www.teamworks.com/ using your Northwestern email and password
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https://www.teamworks.com/

Click on Forms under the dashboard
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On the left-hand side click on the Perpetual folder
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Complete all sections of the form and sign electronically at the bottom of the form

ERN UNIVERSITY - TRAVEL REQUEST
Recruiting Travel:
Travel Method:

Chart Strin;
I |T| [ N ] N /]

Request thai travel be authosized for Fund Diepit Prigect Activiry Aotount

First Name: [ |
Last Name: [ I

Team/Drepartment: [ ]
Destinationd s ): [ ]
Purpose:
Travel Dates: [ ]

Flight Arrangements () Bouked with Anthony Travel  (_) Paid with Credit Card
Plense include all conngeting fighis
Date Airline & Flight From { Airport] Ta Depart Time | _Asrival Time Remarks

L1
Il | [ ]
[ | I ] [ I
[ Il ] Il i I| il ]
[ Il ] I Il I| Il |
Fare: B[ | #ofTravelerss L |
Recruiting Travel
Please cammplete this section if the purpose of travel is recruiting *C - Contact_E = Evaluation
Date Reocruit Mame(spEventis) High SchoolSe Uiy Siate Visit Type™

Advances

Tcentify that | am requesting this nmoant fior University-related activities in support of the business purpese listed and in accondance
with University policies and procedwres and that | have nat previsasly received reimbuarsement from Momhwestem University or any
ather entiry for the estimane | am submitting on this form

Person requesting advance: | | Amount: _$ l[_ m Deposit
:l.lhl;?::lh i Date 2/18/2019
Comments. | |
Travel Requast 2.5.70 5 1af1
Click to submit the Travel Request Form
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