
November 2022 

Subsistence and Travel Claim Form Date: ____________ 

Instructions
1. Claims must be submitted within 10 business days following the end date of travel. 

2. Request form must be fully completed to receive reimbursement. 

3.  Enter expenses on date incurred. 

4.  “No Show” charges may not be claimed. 

5.  Attach all original receipts, event flyers, event registration, and event agendas to this form.  

6.  Submit all paperwork to the site secretary or bookkeeper for processing. 

Contact Information 
Name: 

Site: 

Event Information 
Requisition Number: 

Name of Event: 

Address: 

Date(s): 

Date Leaving/Departure Time: Date: Departure Time: 

Date Returning/Return Time: Date: Return Time: 

Method of Transportation: 

Expenditures/Funding 
Date: Total 

Sunday Monday Tuesday Wednesday Thursday Friday Saturday 

Meals: 

Incidentals ($5 per day limit): 

Lodging: 

Airfare: 

Rental Car: 

Transportation Services: 

Parking: 

Other: 

Other: 

Other: 

Total: 

Funding Resource Code: 

Approvals 

Employee: 

Print Name    Signature Date 

Principal/Director/Department Head: 

Print Name    Signature Date 
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