HUSTON-TILLOTSON
UNIVERSITY

1875 AUSTIN, TEXAS

TRAVEL EXPENSE REPORT

FOR TRAVEL EXPENSSES ONLY

Please fully complete travel expense report. Incomplete forms will be returned and may delay reimbursement.

Date Submitted: 6/23/19 Department: English and Foreign Language
Name of Claimant: John Doe ID Number:

Place of Travel: Atlanta, GA ‘Budget Source #1: CAIT 42-3001-6009-2352
Date(s) of Travel: July 1-3/19 \Budget Source #2:

REQUIRED: ATTACH ORIGINAL APPROVED TRAVEL/TRAINING REQUEST
EXPENSE DISTRIBUTION

DATES 79[ 7/2109]  7/3/19 Category Totals
Airfare 529.00|PD- HT CC 529.00
Auto mileage (miles perday)
0.56|¢ per mile 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
Auto Rental 0.00
Taxi/Ground Transportation 15.00 15.00{Advance Check 30.00
Lodging 125.00 125.00 Advance Check 250.00
Meals 49.50 66.00 49.50|Based on GSA 165.00
Tips 0.00
Parking 12.00 12.00 Advance Check 24.00
Other Expense(s):GAS—Baggage 30.00 30.00|Advance Check 60.00
REGISTRATION FEE 195.00{PD- HT CC 195.00
Personal CC Used for L_odging 0.00
Daily Totals 955.50 203.00 94.50 0.00 0.00 0.00 0.00
| certify that the amounts Iistediabove were expen@ed for and during the trip TOTAL EXPENSES
in accordance with the Universsiy's expenditure policies; and that each 1,253.00
amount shown is correct
’ LESS ADVANCES
1,253.00
CLAIMANT SIGNATURCE: Date: *AMOUNT DUE TO CLAIMANT
SUPERVISOR/DEAN: Date: AMOUNT DUE TO UNIVERSITY
Attach Receipt 0.00
VICE PRESIDENT: Date:
*Allow 7 - 10 working days for reimbursement
PRESIDENT: Date:
For Business Office Use Only
RESTRICTED GRANTS: Date: Acct# Amt
(If Applicable) Acct# Amt
BUSINESS OFFICE: Date: Acct# Amt

*APPPROVED TRAVEL/TRAINING REQUEST REQUIRED FOR REIMBURSEMENT

Effective June 2014



Travel Request Procedures

Pre-Travel

» Complete the Title lll Pre-Travel Form.

> Complete a Travel/Training Request Form. This form must be signed by the Activity
Director/Coordinator and countersigned by the University reporting supervisor prior to
submitting to the Title 11l Office.

> Attach pertinent information/details regarding travel to justify the expenditure of funds
(e.g., agenda).

> Once all appropriate signatures are affixed, forward documentation to the Title 11l Office.
Upon approval by the Title Il Director, the forms will then be forwarded to the Business
Office for processing. Reason(s) for denial will be given if request is not approved.

Post-Travel and Expense Processing
Within five (5) working days after return from travel, travelers must:

> Complete the Travel Expense Report.
Attach the following receipts/items to the form:
v' Trip Report
v" Lodging bill
v" Parking, tolls, meal, gas, conference agenda, and other miscellaneous
receipts of expenses associated with traveling.




