Information needed for travel expense claim

Name







SS#

Address:






City/Zip

Destination






Purpose 

Please fill out information and itemize expenses below.

Please submit all original receipts

Departure (from Home)  Date


Time




Return      (Home)
    Date


Time

Expenses








Totals

Per Diem(Please show all daily out of pocket 


       

Expenses for each meal using the worksheet 

at the end of this form)

Lodging 
(submit paid itemized hotel bill)
Phone calls (long distance)

Parking 









(submit original receipts)


Taxi, Shuttle, Limo
(submit original receipts)


Rental Car 
(submit contract & original receipts)
Gas for rental car

(Submit original receipts)
Registration 

(Itemize expenses and submit)







Airfare

(Submit original ticket)
(Uchida) charged YES
 NO









    TOTAL    $

Private car use:  

Total miles driven


Car license number

Per Diem is a maximum of  $41 a day - $9.00 Breakfast, $12.00 Lunch, $20.00 Dinner

	Date
	Breakfast
	Lunch
	Dinner   

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


