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TRAVEL PRE-AUTHORIZATION FORM
Name: Date:
Department:
Requested date(s) off:
Time of Departure: Time of Return:

Title and Location of Function:

Reason for Request:

Request for travel approved by North Elba Town Board 1 YES LJ NO
If no, please give reason:

Signature: Date:

For office use only: [ Compensable Town Travel [] Non-compensable Town Travel

If non-compensable, deduct from: [] Vacation [ Personal [ Other:




