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Request for Travel Management Access
	New User [   ]
	Update Existing User [  ]


· Initiating Company Information
	Company:  
	Date Submitted:  

	Location:  
	

	Department:  
	

	Department Mgr.:  
	


· User Information
	First Name:  
	Last Name:

	Email address: 
	

	Job Title:
	

	New Employee?          Yes [  ]           No [  ]
	

	Permanent Employee? Yes [  ]          No [  ]
	

	If yes, start date:
	Cost Center:   

	Please select the relevant travel types required for this user:

	Corporate:                    Yes [  ]          No [  ]
Charter:                        Yes [  ]          No [  ]
Interchange:                 Yes [  ]          No [  ]
Jet professionals:         Yes [  ]          No [  ]
MTC:                           Yes [  ]          No [  ]
MTC Monitoring:        Yes [  ]          No [  ]
MTC Start up:              Yes [  ]          No [  ]
MTC Training:             Yes [  ]          No [  ]
Owner:                          Yes [  ]         No [  ]
Owner Training:           Yes [  ]         No [  ]

	Does this user approve expenses:
	Yes [  ]          No [  ]

	If Yes, List all the employees reporting to this user.
	1) 

2) 

3) 

4) 

5)

6)

7)

8)

9)

10)
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· Business Justification
	Reporting:              
	 Yes [  ]          No [  ]

	Data Input:             
	 Yes [  ]          No [  ]

	Data Processing:     
	 Yes [  ]          No [  ]

	Justification (Description):


	


	Reviewer
	Signature
	Reject
	Approve
	Date

	Dept. Mgr.
	
	
	
	

	Director IT-S
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USER NAME ASSIGNED:





INITIAL PASSWORD:





DATE CREATED:





EMPLOYEE NOTIFIED:           Yes [   ]             No [  ]
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