Word (Travel Worksheet).am

Travel Reconciliation Worksheet

Name:            

Conference                                                                    

                        SEQ CHAPTER \h \r 1*  Please document all credit card payments on this form and make 

                           notation if  that payment was made via BOE procurement card *  


           *  Please document if anyone else is paying expenses for you individually*  

     *  Please attach all receipts and other documentation to this form *
	Date
	Description
	Amount

	
	Registration 
	

	
	Lodging
	

	
	Transportation Costs
	

	
	- Airfare
	

	
	- Mileage
	

	
	- Parking/Tolls
	

	
	- Subway Fare
	

	
	- Taxi / Shuttle
	

	
	- Car Rental 
	

	
	- Gas Associated with Car Rental Only
	

	Please process a check request as an advance for food two weeks before travel 

Food - $45 per diem - no receipts required

Please note > no food should be charged on your BOE procurement card or hotel bill 

	
	Other Expenses: 
	

	
	
	

	
	
	

	
	
	

	                                                                                     Total Expenses
	

	CASH ADVANCES:
	

	
	Original Cash Advance
	

	
	Less Expenses (from above)
	

	
	Unspent Funds (to be returned with this form)
	


