EXAMPLE 1

IN-STATE TRAVEL

Following is an example “Request To Travel” for the following scenario:

Maria Roberts is traveling from Lamar Umversﬂ:y, ‘Beaumont, Texas, to Austin, Texas, to

i ol T oy e
attend the Siate of Texas

ravel Seininar 2006, ottt

04/10/06 - Ms, Roberts will Teave héadguarters at 17:003 m. and drive personal vehicla
to the Southeast Texas Regional Airport, where she will fly to Anstin, TX. When she

04/11/06 — At 8:30 a.m. she will attend the seminar, which is being held at the hotel.
Lunch will be provided by the seminar.

04/1’)/0K — Aj‘" Q-Qn am. c]’\p “ri" QHP‘I"IA ﬂ'u: epminar A‘t 1130 am ¢ h‘i‘ “7111 f_g_ke a {:a}:l ‘rvg
the airport and fly from Austin back to Beaumont. She will pay her parking fee, then
return to headquarters via personal vehicle.

Ms. Roberts’ approximate expenses will be listed on the Request-To-Travel.
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Form

TRAVEL VOUCHER / FORM Page 1 of
1. Archiy nce her ¢ 2, Agenoy Mame T&;rr'rﬂ docu-:;:: numoer
LAMAR UNIVERSITY - . ‘
5. Effective cale (Agency use)  Jo. Do Gale (First dale of ravel ] |7. DOC agency . |8. £Y 9. Document amount k
04-14-06 04-10-06 734 06 $571.53 1'1
10. Pay to: 11, Tille :
MARIA ROBERTS ACCOUNTING ASSQCIATE
123 YELLOW BRICK ROAD 12. Designated headquarters
EMERALD CITY, OZ 12345 214444 LAMAR UNIVERSITY-BEAUMONT
- 113, Tevae identification numbor - -§1-1l2m anappointed afficer! and-certifythai i dow Gkl rege od- lo-befiled- with-Fho T s EiROS GomBRosion Has s TR
sign i
123-45-6789 A e T g
15, BFX APPN TC FUND PCA AY COBJ AMOUNT
INVOICE NUMBER PMT DUE DATE  [AGENCY USE
AGENCY USE T - -
15, SFX APPN TC FUND PCA AY COBJ AMOUNT
INVOICE NUMBER PMT DUE DATE  JAGENCY USE -
AGENCY USE
15 SFX APEN TC L) BEE 133 o] AROUNT —
_INVOICENDMBER. - . 1 pMTRUEDATE  lamemcyUce — - e
AGENCY USE
[16S8Ivice data (Last date of ravel 7. Description (AQEncy Use orily)
04-12-06 Attend State of Texas Travel Seminar in Austin TX
18. DISTRIBUTION AMOUNT
Expense itemization for in-state travel:
Fares, Public transportation Tad 40.00 | - AirFamli“"zeg:ge' -] Rental Carf 1 - - 308:80 -
Personal carmileage | 14.00 Miles @ (Rate set by Legistature) [ 0.445 | - 823 i
Meals and / or lodging 242 .00
Parking |
Incidental expenses (ifemize) |City Tax 15.30
Expense itemization for out-of-state travel:
Fares, Public transportation Tanl I aireael 1 pentaiced 1 0.00
Personal carmileage | 0.00 Miles @ (Rate set by Legislature) | 0.445 ] 0.00
hieals and f or fudging - 0.06
Parking |
Incidental expenses (/ftemize) |
TOTAL $571.53
18, | certify that the expense account shown above is true, correct, and unpaid.
[ Claimant R— Bote . . Sunarviear — - R S
sign } sign }
here here
20. Contact name __ TPhone {Area rode and number) 21 Agency use
Agency  SIGN ’ Titl " Date
22 ppproval here




Form 73-174 (Backj(Rev. 9-01/7) Page of
IN-STATE MEALS AND LODGING ACTUAL EXPENSE _
a. Leave b. Arrive c. Meals d. e A
Headquarters Headquarters {non-ovemight Meals {odging TOTAL 9. h. i
not to natta not to Meals L adging Total
Date Haur Min. m Date Hour Ain. i | —excesd §0G |- ewssoa FA8 o - s - - - -
04-10-06 11 o |A 28.00 85.00. . . 113.00
SGA1I06 | | 26.00| - 85.60 - _ifigo] - -
04-12-06 1 45 (P 18.00 18.00

TOTAL MEALC HOI

OUT-OF-STATE MEALS AND LODGING AGTUAL EXPENSE
m. Leave n. Arrive D, Meals . Meals q. Lodging n
Headquarters Headquarters non-ovemight notto ot to TOTAL 5. t u
netto exceed exceed Meais Ladging Totat
Date Hour Min. | m. Date Hour Min. | m.| excesd 836 | MeXimum Reate| Maximum Rete

NFORMATION REQUIRED DY THE SIATE OF TEVAE TRAVEL ALLOWANGE OUDE-

NFORMATION-REGUIRED BV
TION

041008 - -

04-11-06

04-

-k
L]
&
CD

Loft headguarters in
Austin, TX to attend the State

Attended Seminar, Stayed overnight at the Omni Hotel.

JAltended-Seminar.
Regional Airport. Drove personal vehicie from airport to headguiariers.

al vehicle and drove-{o the Southeast Texas-Regional n‘—\\hparq w..heFe 'r
of Texas Travel Seminar. Texi1o fw Onnd Huiet. - o

n
SrSehn

Lefi Seminar ai 11:30 am. Taxi ic airpori. Rewmed, via ainine ta ine Souineast Texas

The information listed below this }

P -
s is to show how meals ware-calcalated:

L

~J
<
&
=l
n
&4

In-atate meals: Breakfast = $8, Lunch = $10, Dinner= 15 - -
Day one:  Left at 11:00 am, therefore, claiming lunch and dinner only.
$10.00.+.$18.00..$28,00
Day two:  Lunch was provided, therefore; claiming breakfast and dinner
$8.00 + $18.00 = $26.00
Day three: Arrived back at headquarters at 1:45, therefore, claiming breakfast and lunch only.
$8.00 + $10.00 = $18.00
*Show point-te-peint breakdown, including intro-cify milcoge claims Totaty - - 14.0C

Use additionai fon or a *GONTINUAT)

i SHER 1, IF aganlong Space s rfdeage, " T 7




