
Information needed on a TRAVEL PO Requisition 

 
1. First and Last Name of Traveler 

2. All dates of travel 

3. Name of Training 

4. City traveling to 

5. Specific expenses (meals, lodging, parking, etc) 

 

 

First 4 items will be in the Master Information. 

All 5 items will be in the Detail Line information.   

 

Please make sure all information is entered in the order requested. 

 

 


