	TRAVEL EXPENSE VOUCHER
(Use Tab key to move from block to block)

	Travel Auth. No.
	Last Name
	First Name, Middle Initial
	Social Security Number

	
	
	
	

	Purpose of Trip:
	

	Travel to: 
	
	Accompanied by:
	

	Leave Taken? (Yes or No)
	If so, dates of leave
	Type of leave 
	Training document #

	
	
	
	

	Mode of Travel (check applicable mode(s) in first column; list cost in last column)
	GOV
	POV
	Plane
	Train
	Bus
	$
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


	SCHEDULE OF EXPENSES AND AMOUNTS CLAIMED

	Date of Departure

From Beaver, WV
	Time of Departure

from Beaver, WV
	Date of Arrival at Destination
	Time of Arrival at Destination
	Lodging Daily Cost
	Lodging Daily Tax

	
	
	
	
	
	

	Date of Departure

From Destination
	Time of Departure

from Destination
	Date of Arrival at Beaver, WV
	Time of Arrival at Beaver, WV
	
	

	
	
	
	
	
	

	POV Mileage Claimed
	Tolls Paid
	Parking Fees Paid
	Local Transportation
	

	
	
	
	
	

	Meals provided (List meals and       (
dates only if provided as part of a registration fee.)
	
	
	
	
	

	
	
	
	
	
	

	Telephone Calls / Fees (Use calling card as much as possible!)
	Car Rental

	Date
	Personal
	Business
	Amount
	Total
	Date from
	Date to
	Miles
	Daily Cost
	Total

	
	
	
	
	
	
	
	
	
	

	
	
	
	$
	$
	
	
	
	$
	$

	
	
	
	$
	$
	
	
	
	$
	$

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	Other Expenses

	Gasoline
	Supplies
	Towing
	
	
	
	
	
	
	

	$ 
	$
	$
	$
	$
	$
	$
	$
	$
	$

	Comments/Explanations
	

	SIGNATURE & DATE
	


