MCTFT TRAVEL EXPENSE CHECKLIST

	TRAVELER:
	

	FACILITATOR / COORDINATOR:
	

	COURSE NAME:
	

	COURSE ID:
	

	DATE(S):
	

	LOCATION:
	


INSTRUCTIONS:
	According to the Coordinator/Facilitator for which you are traveling, the items indicated in the Coordinator/Facilitator column below must be returned for reimbursement. Please return all items he/she has marked within 10 calendar days of the final day of the course.  It is the responsibility of the traveler to obtain all required documents. The expense record should be completed in its entirety, with all signed original receipts. Small receipts should be combined and taped to an 8 ½ x 11 sheet of standard white computer paper, using paper clips to attach pages. *Do not place tape over dollar amounts on receipts, as it destroys the print on certain types of paper. Please use the notes box to detail reasons for missing receipts.  

	
	EXPECTED

RECEIPTS

PER

COORD.
FACIL.
	ACTUAL RECEIPTS

ENCLOSED

BY TRAVELER
	VERIFIED
BY COORD.

FACIL.

	Time Sheet/Time and Effort Form (TS/T &E)
	(
	
	

	Expense Record
This form must be completed in its entirety to be processed.
	(
	 
	

	Itinerary

Standard 8 ½ x 11 form with flight information.
	
	 
	

	Hotel Receipt

Hotel receipt with a zero (0) balance, including room cost, mandatory parking, and taxes ONLY. Express Check Out will NOT provide the proper receipt. All hotel incidentals must be placed on your personal credit card. MCTFT will not reimburse for personal incidentals.
	
	 
	

	Parking, Shuttle, Limo, Taxi Receipt(s)*(Traveler should note if not applicable)
	
	 
	

	Car Rental Receipt*                                  RA___________________________________
If rental agency is closed, please provide Rental Agreement (RA) number found on paperwork from pick up. Please refuse any additional insurance or gas options when traveling in the United States. 
Parties traveling to Puerto Rico or the Virgin Islands are required to accept the additional insurance.
	
	 
	

	Gas Receipts*
Vehicle must be returned to rental agency with a full tank of gas.
	
	 
	

	Toll Receipts* (Traveler should note if not applicable)
	
	 
	

	Map Print-Out

When driving your personal vehicle, please include MapQuest (or similar) print out documenting the miles traveled. This includes travel to and from the airport. 
	
	 
	

	Miscellaneous Receipts*(Traveler should note if not applicable)
This includes phone, internet charges, etc. _______________________     
	
	 
	


COORDINATOR/FACILITATOR WILL ATTACH THE FOLLOWING UPON RETURN OF RECEIPTS:
	Course Agenda/Travel Arrangement Form (Please initial upon attachment)
	

	Paradox Course Sheet (Please initial upon attachment)
	

	Notes: (Use this box to detail reasons for missing receipts.)




I have returned all marked items to the Coordinator/Facilitator, per the instructions above.
      ___________________________________________________                          ___________________________
   Print Name                                                                                                                              Phone Number
      ___________________________________________________

      ___________________________

      Signature of Traveler







                             Date
3/4/2008

