MURC Travel Registration Form
This form should be used to report APPROVED travel to MURC Human Resources. Completed forms should be sent via email to Coria Kent <kent1@marshall.edu>
If your travel plans include any of the following scenarios, you must also complete the Marshall University Travel Registry located here: https://www.marshall.edu/travel/employee-travel-form/
1) You will be traveling by plane, train or bus and/or using public transportation; 
2) You will be attending event(s) with more than 50 participants;
3) You anticipate being in an area or at an event in which social distancing protocol will be difficult

Full Name: ____________________________________________________________________________
Email Address: ________________________________________________________________________
901: _________________________________________________________________________________
Employee Type (circle one):		Faculty			Staff			Student
Department/Unit: _____________________________________________________________________
Immediate Supervisor’s Name: ___________________________________________________________
Immediate Supervisor’s Email: ___________________________________________________________
Reason for Travel (circle one):		Business		Personal
Date of Departure: __________________________ Date of Return: _____________________________
Please describe the destination(s)m including city/state or country: _____________________________
_____________________________________________________________________________________
Please identify an emergency contact outside of the university. Provide their name, relationship to you, email address, and phone number:
	Name: _____________________________ Relationship: ________________________________
	Email: _____________________________ Phone Number: ______________________________

Are you aware that, depending upon your destination, you may be required to complete Marshall University’s travel registry, and may be required to complete 5-14 days of self-isolation and/or telecommuting before coming back to work on-site?		Yes			No
Are you aware that, after any potential required self-isolation or telecommuting due to personal or business travel, you must have written approval from your supervisor before you return to work onsite?	Yes			No

Employee Signature: _______________________________Date: _______________________________
