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Expense Report – Please Attach Receipts Where Applicable

	Expenses of
	
	
	Period:
	
	From
	
	to
	

	
	
	
	
	
	
	
	
	

	SUBSISTENCE:
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	Hotel or other lodging
	
	(
	
	nights  @
	
	per night )
	
	
	$
	

	Meals and Tips
	
	(
	
	per day )
	
	
	
	

	Miscellaneous
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	TRANSPORTATION:
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	Auto mileage
	(
	
	Miles @ .725 per mile
	)
	
	
	

	**  Attach list of mileage by trip or you may list them on back of this voucher  **

	
	
	
	
	
	
	
	
	

	Parking
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	Airline Tickets
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	Auto Rental
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	Miscellaneous
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	OTHER:
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	TOTAL EXPENSES
	
	$
	

	
	
	
	
	
	
	
	
	

	For Accounting – Charge to:
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	Code
	
	Amount
	
	Code
	
	Amount
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	TOTAL
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	Approved:
	

	Signed:
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	Paid:
	
	
	Check #
	


