MCTFT Expense Record

.
	Course Name
	Course #


	Date(s)




	Name


	Employee ID #

	Telephone




Leave Residence

	Time


	Date


	Home Address



Arrive at Training Site

	Time


	Date


	Location




Mileage

	Round Trip Mileage (See Back)

	Vicinity Mileage (See Back)

	Total Mileage 


	Total Due (@.445)




Lodging #1
	Name


	Rate


	Total  Charges   (NO  personal charges)

(  MasterCard    (  Personal card




Lodging #2

	Name


	Rate


	Total  Charges   (NO  personal charges)

(  MasterCard    (  Personal card




	Parking 


	

	Tolls


	

	Taxi/Shuttle/Limo


	

	Course Related Telephone Calls


	

	Gas


	

	Rental Car (check one please)
 (  Avis Card       /     (   Personal card
	

	Miscellaneous - Please Describe
	

	Total
	$



Leave Training Site

	Time


	Date


	Location




Arrive at Residence

	Time


	Date


	Home Address



Please attach original receipts to include: all airline documentation, “zero balance” hotel, receipts, gas, parking, tolls, rental car, etc.
I hereby certify that I traveled and incurred the expenses as annotated above:

Signature:







Date:




Updated: 5/11/06

Round Trip Mileage

Round trip mileage is that mileage that is incurred by driving your Personally Owned Vehicle (POV) from your residence to:

· Airport, OR

· Hotel OR

· Training Site

Round trip mileage will be calculated using MapQuest or similar program. Travelers using their POV are not entitled to reimbursement for gas.
Vicinity Mileage

This is the mileage that you incurred driving your Personally Owned Vehicle (POV):

· To and from the hotel to the training site
· To get meals
· Other incidental job related travel
 Vicinity mileage DOES NOT include the initial miles traveled:

· To and from home to the airport OR

· To and from home to the training location
