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This is a controlled document Issued on: Date………Month….Year……. 

 

 

  

        
1. Applicant’s full names…………………………………………………………………………... 

 
2. Personal Contact (Mobile)……………………………………………………………………… 

 

3. Position…………………………………………………………………………………………… 
 

4. I request an Air ticket from………………………………..to………………………………… 
 

5. Date of departure: ……………………………. Date of return: ……………………………… 

 
6. Purpose of travel…………………………………………………………………………………. 

 

7. Funding by: ……………………………………………………………………………………… 
 

8. Budget: Activity Code: ………………………Section………………………………………… 
 

9. Applicant’s Signature: …………………………………Date: ………………………………… 
 

10. If you are applying for family…………………………………………………………………… 

 
…………………………………………………………………………………………………….. 

 
11. This form should be submitted to……………………….......... after approval for further 

action. 

 
12. Recommendation by Head of Department or Unit…………………………………………... 

           
13. Signature…………………………….  Date……………………………………………………. 

 
14. Approved/ not approved (REGISTRAR) ……………………………………………………... 

 

 
15. Signature………………………………Date: ………………………………………………….. 

 

 
 

  


