
TRAVEL EXPENSE REQUEST 

MUST BE SUBMITTED TO SECRETARY WITH RECEIPTS 

 

NAME: __________________________________________________________ DATE: ____________________ 

 

ACCOUNT STRING TO BE CHARGED:  ___________________________________________________________ 

 

Detailed Description and Purpose of Travel: _____________________________________________________  

__________________________________________________________________________________________ 

Departure Date: _______________________________   Departure Time: __________________ 

 Return Date: __________________________________   Return Time:  ____________________ 

 

Registration Form and Proof of Payment:  _______________________________________________________ 

Conference Brochure/Itinerary 

 

Airfare –Flight Number:  ______________   Train: 

 To: __________________________    To: ___________________________ 

 Return:  ______________________    Return:  _______________________ 

 Fare:  _________________________    Fare:  _________________________ 

Bus: To: __________________________     

 Return:  ______________________     

 Fare:  _________________________   

Car Rental:  Justification, rental contract and receipt required:  _____________________________________ 

__________________________________________________________________________________________ 

Mileage:  ____________ (attach MapQuest or other mapping program documentation)  

Hotel:   __________________________________________________________________________________ 

 Dates:  ______________________________      Receipts: ____________________________________  

Taxis:   Dates, Location and Fares _____________________________________________________________ 

_________________________________________________________________________________________ 

Meal Expense: per diem dates or itemized receipts with proof of payment 

_________________________________________________________________________________________ 

_________________________________________________________________________________________ 

_________________________________________________________________________________________ 
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