
Traveler         Destination

Traveler’s Address

Account to charge travel (E, S or U)     DEPARTURE LOCATION     RETURN LOCATION

        Date:       Date: 

        Time:      Time:

Purpose of the Trip

Traveler’s Certification — NOTE: Receipt for all expenses as well as documentation relating to attendance at business events should be attached as appropriate (i.e. event agenda).  
I hereby certify that the above account and attached schedules are just, true and correct, that no part thereof has been paid, except as stated therein, and that the balance therein stated is 
actually due and owing, and that the amounts claimed were necessary and incurred in the performance of my official duties.

Travel Expense Memo

Date Mileage Flight Lodging Breakfast Dinner Miscellaneous Total Amount

Total Expenses $

Traveler's Signature      Date

Supervisor’s Certification — I, the claimant’s supervisor, certify that this account has been examined and to the best of my knowledge and belief, the amounts claimed therein were necessary 
for the performance of the claimant’s authorized official duties and I have signatory authority for which the total amount should be charged.

Reviewed and Approved by      Date
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