	Travel Forms Descriptions  


Click on the hyperlink to open the form. In the Internet browser, use the "file/save as" to save the file to your computer. Open the saved file in the program (Word or Excel) and complete.

	Item
	Form
	Description

	TR Form (85KB Word)
	Travel Request Authorization Form #EF30-12086
	This DSHS form is required if you are requesting one or more of the following:
   * Central Billing Airline or Rental Vehicle reservations,
   * Requesting a Travel Advance/DART Card, or
   * Traveling Out-of-State or to a foreign country.
Send the completed Travel Request Authorization Form to travel@dshs.state.tx.us. [image: image1.png]


Personal car expense changed to .50 cents per mile in both in-state and out-of-state, effective 01/01/2010. 

	TrvlVchr (298KB Excel)
	Travel Voucher Form and more
	This travel document in Excel format includes the travel voucher form and more such as disclaimer and sample wording for point-to-point and parking. [image: image2.png]


Personal car expense changed to .50 cents per mile in both in-state and out-of-state, effective 01/01/2010.

	B-19 (31KB Word) 
	Travel to Agency-Sponsored Training Seminar
	This form is used to certify that any training sponsored by DSHS for its employees was not available via teleconference or videoconference. Form updated 09/2008.

	B-71 Word (169KB Word)
B-71 Excel (46KB Excel)
	Multiple Activity Travel Report
	This form is used to report the breakdown of travel expenses to different activity codes. Form updated 02/2010.

	74-193 (.pdf) 
	Advance Payment Notification Authorization Form
	For vendors receiving direct deposit payment (s) from the State of Texas or for State of Texas employees receiving travel reimbursement payment(s) by direct deposit.


