Supervisors’ 

Approval 

Signature:

	TRAVEL EXPENSE WORKSHEET
	TRIP #
	
	OA

	University of California, Riverside
	
	(Office Use Only)
	


(Travel Voucher cannot be prepared without the following information)

PLEASE PRINT LEGIBLY
	Name:
	     
	Department:
	     
	
	

	
	(Last)
(First) 
(MI)
	
	
	
	


	UC Employee?  (Yes)  FORMCHECKBOX 
   (No)  FORMCHECKBOX 

	U.S. Citizen?  (Yes)  FORMCHECKBOX 
   (No)  FORMCHECKBOX 

	Visa Type:
	     
	IF NOT A UCR EMPLOYEE – ATTACH COPY OF VISA if non-US citizen and also Form W9 for Citizen or Form W8 for non-Citizen  - See Jodie in 2132 BH if Visa is B1,B2,WB or WT 

	
	
	


	Personal Vehicle License No.
	     
	
	Is vehicle insured? (required)
	(Yes)  FORMCHECKBOX 
   (No)  FORMCHECKBOX 


	(Required if you are claiming mileage OR parking fees)
	
	
	


	(COMPLETE THIS SECTION IF NOT A UCR EMPLOYEE): PH#
	     
	Email Address:
	     

	Complete Home Address:
	     


	PURPOSE OF TRAVEL  (“Research” or  “Meeting” not sufficient):
	     


	Will all or part of these expenses be covered by another source?
	(Yes)  FORMCHECKBOX 
   (No)  FORMCHECKBOX 

	If so, what and how much?
	     
	Whom?
	     


	CHARGE TO:  ACTIVITY:
	     
	FUND:
	     
	FUNCTION:
	     
	COST CENTER:
	     
	PROJECT CODE:
	     


	ADVANCES:  Airline Ticket:
	     
	Registration Fee:
	     
	Cash Advance:
	     
	Hotel Deposit:
	     
	Other:
	     


ORIGINAL RECEIPTS MUST ACCOMPANY ALL EXPENSES CLAIMED INCLUDING IF YOU CHARGED YOUR AIRFARE/HOTEL/REG. FEE TO THE UNIVERSITY

	Time Left &

Time

Returned

(Required)


	Date
	Domestic Location

(City & State)

*  *  *  *  *  *  *  *  *  *  *  * *  *  *  *

Foreign Location

(City & Country)
	Meals &

Incidentals

ACTUAL AMOUNT

	Hotel / Motel

Lodging

Daily Costs

Room + Tax

ONLY
	Type  & Cost of Transportation

AIRLINE TICKET - RENTAL CAR 

UC VEH -TRAIN - BUS - SUBWAY

(Show personal car mileage below)

Mileage: _____________________miles

                               @  $.505 

	Parking Fees

Taxi(s) & Tolls

Shuttle Service

Airport Limo, etc.

(Please define)
	Registration Fees:

Abstracts & Program

Miscellaneous:

Phone, Fax, Airport Tax,

Shipping Costs, Supplies

(Please define)


	Total

Expenses

	     
	     
	
	B  

L   

D   

	     
	     
	     
	     
	     

	     
	     
	     
	B

L

D

	     
	     
	     
	     
	     

	     
	     
	     
	B

L

D

	     
	     
	     
	     
	     

	     
	     
	     
	B

L

D

	     
	     
	     
	     
	     

	     
	     
	     
	B

L

D

	     
	     
	     
	     
	     


	Time Left &

Time

Returned

(Required)


	Date
	Domestic Location

(City & State)

*  *  *  *  *  *  *  *  *  *  *  * *  *  *  *

Foreign Location

(City & Country)
	Meals &

Incidentals

ACTUAL AMOUNT

	Hotel / Motel

Lodging

Daily Costs

Room + Tax

ONLY
	Type  & Cost of Transportation

AIRLINE TICKET - RENTAL CAR 

UC VEH -TRAIN - BUS - SUBWAY

(Show personal car mileage below)

Mileage: _____________________miles

                         @ $0.505

	Parking Fees

Taxi(s) & Tolls

Shuttle Service

Airport Limo, etc.

(Please define)
	Registration Fees:

Abstracts & Program

Miscellaneous:

Phone, Fax, Airport Tax,

Shipping Costs, Supplies

(Please define)


	Total

Expenses
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L

D
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L
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L
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	B

L
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L
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L
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Jan 2002


