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Travel Expense Claim Form
PLEASE NOTE: REIMBURSEMENT IS BY DIRECT DEPOSIT ONLY
CLAIMANT NAME (print):
PO # IF USED TO PAY
If a purchase order was used to pay this expense, please provide purchase number below.
DATES:
ACCOUNT NUMBER(S)
LOCATION:
LOC
UNIT
OBJECT
FUND
FC
DO NOT USE
AIR/RAIL/Vehicle Rentals Calculator Amt.
-
-
61105
-
-
FUEL
-
-
61125
-
-
CAR RENTAL
-
-
61135
-
-
MILEAGE: ACTUAL KM
-
-
-
-
-
-
61105
-
-
TAXIS / PARKING
-
-
61120
-
-
MEALS
-
-
61115
-
-
REGISTRATION
-
-
61155
-
-
ACCOMMODATION
-
-
61110
-
-
FAX / PHONE / INTERNET
-
-
71410
-
-
INCIDENTALS - $5 per night
-
-
61116
-
-
HOSPITALITY (Details Form required)
-
-
63033
-
-
ALCOHOL
-
-
61132
-
-
OTHER EXPENSES (please specify)
-
-
-
-
Claimant's signature: Certifies that (s)he incurred the expenses and that they are in compliance with University and granting agency policies and that no reimbursement request has been or will be made to a third party for these expenses.
Signing Approval: The individual who approves this claim is responsible for ensuring that expenditures are considered appropriate, reasonable and in accordance with University policy and guidelines.
FINANCIAL SERVICES USE ONLY
A/P
BUDGET
RES. FUNDS
PDA
OR
STATUS:
EXPENSES
TOTALS ($)
ATTACH A SPREADSHEET FOR US & OTHER FOREIGN CURRENCY WITH FUNDS CONVERTED TO CANADIAN DOLLARS.  YOU MAY ALSO INCLUDE A SPREADSHEET FOR CANADIAN TRAVEL WITH EXCESSIVE NUMBER OF RECEIPTS
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