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                BEAUFORT- DELTA EDUCATION COUNCIL

                   Aklavik, Fort. McPherson, Inuvik, Paulatuk, Sachs Harbour, Tsiigehtchic, Tuktoyaktuk, Ulukhaktok


DUTY TRAVEL AUTHORIZATION FORM
Please complete the appropriate areas below. If completing online, print this form before signing. Upon completion please fax or deliver to the fax number/address shown below and include all supporting documents.

	Traveler’s Name:
	Surname
	Given Names

	
	
	


Proposed Itinerary:

	Date:
	Point of Departure:
	Destinations:
	Mode of Transportation:

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Travel Warrant Number:
Ticket Pickup station if different from Point of Departure:

Purpose for this trip:
	Hotel:
	Dates:
	Accommodation Warrant:
	Hotel Confirmation:

	
	
	
	

	
	
	
	

	
	
	
	


Bill Back:
Yes 
No⁪
To Whom: BDEC ⁪     ECE ⁪ Other ⁪
If YES- please attach authorization for Bill Back. If there is no attachment all expenses incurred during the trip will be billed to the appropriate school or office O&M 
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Employee’s Signature:  



_____
Date:


Supervisor’s Signature: 




Date:

Sr. Mgr./Director’s Signature: 



Date:


Travel Coordinator:




Date:
 
PLEASE SUBMIT EXSPENSE CLAIMS WITHIN 10 DAYS UPON COMPLETTION OF TRAVEL

ATTACH TICKETS AND ALL RECEIPTS.
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            Tel: (867) 777–7136   Fax: (867) 777-2469
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