
DOB:      Gender:     Cell Phone# :      

UNIVERSITY OF TENNESSEE 
ACCOUNTS PAYABLE DEPARTMENT 

APPLICATION FOR FREE AIRFARE (UATP CREDIT POOL) 
 

               
          Person Making Reservation                  Phone           Email 
 
        Preferred Method of Contact:  ☐Phone 
           Department Name and Budget Entity                   ☐Email                                  
 
Free airfares are only available on the three airlines below. 
Airline:  United☐  Delta☐  Southwest☐ 
 
Travel Dates:        Concur Request ID:     
 
Flight Originating City:        Destination:     
 
Traveler’s Name:                     PRN #:    
   First          Middle       Last 
      (Exactly as it appears on the government issued ID that you will be 
        Using at the TSA Airport Security Checkpoint otherwise admittance 
        may not be allowed.) 
 
PER TSA REGULATIONS, THE FOLLOWING INFORMATION IS REQUIRED FOR COMMERCIAL AIR TRAVEL: 
 

FOR TREASURER’S OFFICE USE ONLY (for use in case of flight delay) 
 
TA NUMBER:        
 
DATE ASSIGNED:      
 
BY:         
 
  
I understand that the airfare itinerary may show in Concur as an Available Expense.  Should that occur, I understand 
that I need to delete the expense or I could be erroneously reimbursed for an expense I did not incur.  I agree that any 
erroneous reimbursement for this airfare will be deducted from my paycheck or future out of pocket travel expenses. 
I understand that I will be responsible for the World Travel Service Fee and will need to seek reimbursement on my 
Concur Expense Report. 
         
Signature of Traveler  Date 
 

1. Email signed, completed form to lwelch1@tennessee.edu for assignment of a TA number. 
2. When you receive the TA number from the Treasurer’s Office, email the form to UT@worldtrav.com and they 

will contact you to reserve your flight. 
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