
 

If the student is filling out the form, they will select 
yes, otherwise, information will be input below  

ALL students will fill this field out  SOME students will fill this field out  Students will NOT fill this field out 

Student should be contacted in most cases 

Unless leaving from New Mexico 
Tech, must put departure point 

Destination should include city and state (country if international travel) (ex. Socorro, NM) 

MUST be filled out with complete purpose and benefit 

Most likely blank 

GSA 

***THIS INSTRUCTIONS 
SHEET IS ONLY VALID FOR 
APPROVED GSA TRAVEL! *** 



 

Information in Travel Estimate should 
be filled out for expenses occurring, if 
an expense is not occurring, please 
leave blank 

“Advance allowed” may be less than 
total, the amounts should autofill. 

*To change payment option: 
you MUST FIRST enter 0 into 
the amount box if any amount 
was entered, otherwise, it will 
double add the amount! * 

Most Travel will use 
the “NMT Per Diem” 



 

102400 
 710201 

You must submit the form for it to be 
received by the Travel Office 

EMAILS MUST BE ENTERED CORRECTLY 
OR THEY WILL NOT ROUTE CORRECTLY 

Supervisors need to also be concurred if going for work. 

Christopher            Nance                                  christopher.nance@student.nmt.edu 

A PDF copy of the email granting you funds MUST be attached in addition to receipts and invoices! 


