
TRAVEL EXPENSE REPORT
The Travel Expense Report (fill-in form) is located on the next page
Instructions
Please provide all necessary documents that pertain to your travel as outlined below. ALL RECEIPTS, EXCLUDING MEALS, ARE TO BE ATTACHED, INCLUDING THOSE CHARGED TO THE UNIVERSITY PURCHASING CARD (P-CARD). 

If any receipt is missing over the amount of $25.00, a copy of your credit card statement is required and a Missing Receipt Form will be prepared based on your statement. If you paid cash you can be reimbursed up to $25.00. 
1. AIRFARE Flight itinerary is required. Passenger receipt is not acceptable. If you changed your flight and incurred additional fees (flight cost and/or change fee) must be explained. A Signature Request Document will be prepared based on your statement for the additional fees. 

2. AIRPORT SHUTTLE 

3. BUS/TAXI 

4. LODGING (must show zero balance). The maximum allowed domestic rate per night is $200.00 including tax. If your nightly rate is over $200.00, please explain. A Signature Request Document will be prepared based on your statement. 

5. MAPQUEST™ or GOOGLE™ MAP for private automobile use for miles claimed. 

6. RENTAL CAR: If a larger car was necessary, please explain. 

7. TOLLS: Some vehicles through Avis are equipped with E-toll and charged separately. If you use this feature please log on the E-toll and print out your receipt. 

8. REGISTRATION 
9. AGENDA If the meeting was informal and provided no agenda please note. If it is too large (i.e. AGU conference) please provide a copy of your abstract submission. If you are an invited speaker provide a copy or any detailed information relative to your speech, or email provided by the organization. 

10. RESEARCH CRUISE Date and time of departure and return to port is necessary to properly pay per diem. 

11. MEALS Reimbursed at the domestic rate of $36.00 per day: $6, breakfast; $11 lunch; $19 dinner. 
Please provide any information relevant to your trip for any unanticipated expense, change or delay, or information you feel necessary that has not been outlined above.
The Travel Expense Report (fill-in form) is located on the next page

Travel Expense Report (fill-in form)
This form is for completion of your final expense report and allows you to add additional expenses and/or information that were not provided on your TA.

Please attach all original receipts including P-card charges that you incurred.

CMS STUDENTS:  Have you requested funds for travel from Student Government?


Yes
 FORMCHECKBOX 


No
 FORMCHECKBOX 


If yes, amount:          
Name:        
Destination:
          

Departure:
Date      


Time
     


Return:
Date      


Time
     


Transportation:  Your passenger itinerary is required for all flights.  If traveling other than by air please complete item(s) below.  Your personal mileage is based on information obtained from Mapquest and is calculated at $0.445/mile.
Personal Auto:  Point A:
     

   Point B:
 
State vehicle:  Tag #      

Tips/Portage:   Reimbursement of taxi/cab/limo tip is calculated on 15% of the fare.
Portage claims are $1.00/bag not to exceed $5.00 per instant.
Portage:
     
Lodging:  Hotel bill must show zero balance.
1)  If any night(s) are personal, provide date(s):      
2)  Paid by another source, provide institutional name:      
3)  Shared hotel expense, provide name if USF employee:        
Registration:  If meals were included in fee, please note how many:

Breakfast:
        
Lunch:
            
       Dinner:
      


Research cruise: 

Vessel           Aboard date/time:           Debark date/time:      
COMMENTS:        





