Travel Worksheet (Don’t forget to attach documentation for travel grants you were awarded)

Name: UFID#

Dates of Travel, Time left GNV, Time Arrived back into GNV:

Destination: (Multi-destination form attached) ﬁ

Purpose:

Benefit to State/Grant:

Funding: Project#/Funding Name (Share etc.)

Travel Authorization (TA) Checklist

Y N
|:| |:| Attached Blank Registration Form

Registration Amount:

| Airline Name and Amount:

|:| |:| Hotel Name & Amount per Night:

Expense Report (ER) Checklist (attached brochure for travel questions) ; Pcard Used

Y N Y N

Meeting Program

Registration Receipt

Hotel Receipt (Zero balance, must check out the day you are leaving)

Airfare Receipt

BaZBAZE RECEIPT. .. uuuuiuiiiiiiiiiiiit e ——————————————————————————————————

Car Rental Receipt
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TaXi/BUS/SHULEIE RECEIPTS. cveveureureiieiieiietiriest ettt sttt s

Mileage Reimbursement: From/to:

Parking Receipts

Miscellaneous Receipts:

Meals that were provided or that you don’t want to be reimbursed for and date:




