Laboratory of Tree Ring Research
Travel Expense Request Form
(UPON RETURN)
Name: ___________________________________			Date: ________________________________
Destination: ______________________________________________________________________________________
Departure Date: ___________________________			Departure Time: _______________________
Return Date: ______________________________			Return Time: __________________________
If personal day(s) taken, what date(s)? ________________________________________________________________
Transportation Information
Airfare									Taxi/Shuttle/Bus/Train
Total Cost: ____________________________				Total Cost: ___________________________
Paid:       On P-card       Personally        By Third Party
Vehicle Rental								Parking
Total Cost (with Fuel): ___________________				Total Cost: ___________________________
Mileage
# Of Miles: ____________________	Beg. Odometer: ________________	End Odometer: _________________
Please note – you cannot claim mileage and fuel receipts for the same part of the trip. Please include odometer readings OR MapQuest printouts. If you need this calculated for you, please include BOTH from and to addresses. Mileage is calculated at .445 cents per mile.
Conference Registration						Lodging
Total Cost: ____________________________				Total Cost: ___________________________
									Designated:       Yes        No
Request for Per Diem Reimbursement
Are you requesting Per Diem?         Yes         No		If yes, Dates: ______________________________________
Please specify for which date(s) you are requesting per diem. If there were nights that you stayed in a non-commercial establishment and you are claiming per diem for those days, please see Main Office.
Miscellaneous other business related expense: _________________________________________________________
_______________________________________________________________________________________________
Account Number(s): ______________________________________________________________________________
Reminders: Receipts should be original documents. You may include bank statement pages to show currency conversion. If converting currency yourself, please use www.oanda.com/convert/classic (be sure to use the date on each receipt). List all other travelers (unless they are filing their own Travel Report). This travel expense report should be turned in within 10 working days after trip completion.

If you did not fill out a Travel Authorization prior to traveling, please do so now and attach to this form with receipts.
Traveler’s Signature: __________________________________________
PI Signature: ________________________________________________
