PHYSICS TRAVEL REIMBURSEMENT WORKSHEET
Virginia Tech

Date: 





   ID#






Name/Title:












Complete Address:











Phone #:



Email Address:






Fund number to charge:  

      




         _
   
(If not Physics Departmental account, please provide department number.)

Destination:











Purpose of trip:











(If conference travel, please provide full conference name.)
Date/Time Departed:










Date/Time Returned:










# Miles (Personal Auto):


To/From:





Motor Pool:




Rode with:




Airline:   TA (yes/no)

Personal funds/price:






(Boarding passes are required for all air and rail reimbursements made directly to individuals.)



▪EXPENSES▪

Please attach original, detailed receipts.



(Day 1) Date:



Lodging Amount:$




Name of hotel:



Conference hotel:
Yes
     No

M&IE Amount:$



Other daily expenses*:$






(Day 2) Date:



Lodging Amount:$




Name of hotel:



Conference hotel:
Yes
     No

M&IE Amount:$



Other daily expenses*:$






(Day 3) Date:



Lodging Amount:$




Name of hotel:



Conference hotel:
Yes
     No

M&IE Amount:$



Other daily expenses*:$






*Other daily expenses include taxi, limo, tolls, baggage handling, porter, parking (where?), 

conference registration, rental car, etc.


(Day 4) Date:



Lodging Amount:$




Name of hotel:



Conference hotel:
Yes
     No

M&IE Amount:$



Other daily expenses*:$






(Day 5) Date:



Lodging Amount:$




Name of hotel:



Conference hotel:
Yes
     No

M&IE Amount:$



Other daily expenses*:$




(Day 6) Date:



Lodging Amount:$




Name of hotel:



Conference hotel:
Yes
     No

M&IE Amount:$



Other daily expenses*:$






(Day 7) Date:



Lodging Amount:$




Name of hotel:



Conference hotel:
Yes
     No

M&IE Amount:$



Other daily expenses*:$




(Day 8) Date:



Lodging Amount:$




Name of hotel:



Conference hotel:
Yes
     No

M&IE Amount:$



Other daily expenses*:$






(Day 9) Date:



Lodging Amount:$




Name of hotel:



Conference hotel:
Yes
     No

M&IE Amount:$



Other daily expenses*:$




(Day 10) Date:



Lodging Amount:$




Name of hotel:



Conference hotel:
Yes
     No

M&IE Amount:$



Other daily expenses*:$






Other Notes:  _______________________________________________________________
______________________________________________________________________________






