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Memorandum for Traveling Expenses

Fill in as completely as possible:

Submit to Business office, Room 102 Bray

Name:

Home Address: 


SS #

Charge to Account #

Travel to (City/State): 


Transportation used:

Reason for Travel: 


                      ****  BEGIN SHIFT TIME:  ________________________       END SHIFT TIME:  ___________________________ ****

	
	
	
	
	Subsistence
	
	
	
	

	
	Destination
	
	Personal
	
	
	
	
	
	

	
	
	Time
	Car
	
	
	
	
	
	

	Date
	From    -    To
	Depart
	Arrive
	Mileage
	Breakfast
	Dinner
	Lodging
	Misc
	Total

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	TOTAL
	
	


Conference, seminar or workshop expenses: you must attached an agenda or conference brochure which identifies the opening and closing dates of the conference, listing of conference hotels and an explanation of registration fees and what they include.
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