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Air 
       

 

Taxi 
       

 

Misc. 
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Mileage 
       

 

miles @ $.50/mile 
       

        

        

        

        

 

MEALS 
       

        

        

 

OTHER EXPENSES (List) 
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Daily Totals 
 

 
DO NOT USE THIS FORM TO REPORT HOURS WORKED- USE AN OUTSIDE WORK REQUEST FORM. 

PLEASE PRINT CLEARLY 

Explanation of Other Expenses *NAME & HOME ADDRESS* 

 
(FIRST)  (LAST) 

STREET ADDRESS 

CITY STATE ZIP CODE 

TOTAL EXPENSES 
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