HUTCHINS TRAVEL WORKSHEET

Process:  

1. Use worksheet to help compute the cost of your trip. (no need to submit in advance)

2. Submit an Authorization for Absence from Campus Duties/Travel Request/Travel Advance

3. Request goes to director for approval.  It then goes to the Dean for approval.

4. After your trip adjust the amounts on your worksheet, attach original receipts and give to Dacia.

5. Dacia will prepare a travel claim for your signature.

6. You will be mailed a check.
Name: ______________________________

Date(s) of Trip: ______________________________

Destination:  ___________________________________________________________________________  

Time Left Home:  _________    Time Returned Home:  __________
Advance Received:  ________________

Purpose of Trip:  ________________________________________________________________________



Must turn in copy of Conference/Meeting daily agenda and program cover 

Conference Registration Fee :  ___________________

Registration fee may be charged on your AX or submit an invoice for a SSU check to be sent.

Attach a receipt or document with the amount of the conference fee.

Air Travel:  


From :  _____________________

To:  _______________________   Cost:  __________


Must turn in copy of ticket with flights and cost and at least one boarding pass.


Airporter/Shuttle Costs:  ___________   Mileage to & from airport:  ____________

Ground Travel:


From:  _____________________

To:  ______________________  
Miles:  __________

(.585 cents per mile)

Parking/Tolls:  ___________ Any single cost over $10.00 needs receipt.

Rental Car:  ______________ Must turn in contract. Include receipt for gas.

Subsistence:


Number of Nights:  _____

Lodging cost w/tax per night:  _____________






Must turn in itemized hotel bill.  

Best if shared rooms have separate bills.

Meals:  $50.00 per 24 hour period:  Breakfast $10 Lunch $15 Dinner $25



(If meals are included in conference fee, they cannot be claimed.  If meals




are offered on plane, it is best to have a receipt if you purchased a meal.)



___________________________________________________



___________________________________________________




___________________________________________________


Incidentals:   ___________ $5 may be claimed without receipts for each 24 hr period

Phone Calls:  ___________ Business phone calls may be claimed - maximum of $5 per call. 
                                   Identify business calls on your hotel bill.

Note:  The estimated amount of your trip on the Absence from Campus form will be the maximum amount reimbursed to you even if your trip ends up costing more.  That is the approved amount.
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