TRAVEL VOUCHER WORKSHEET
1.
NAME: _________________________________________________________
2.
MAILING ADDRESS: ______________________________________________

CITY: ____________________ STATE: ________________ ZIP: ___________
3.
MEETING (Purpose): ______________________________________________
4.
LOCATION of MEETING: __________________________________________
5.
DATE of MEETING: _______________________________________________
6.
DATE YOU LEFT HOME: ______________________ TIME: _______________
7.
MODE of TRANSPORTATION: (Please circle the applicable rate)

□ Private Car (.26 state employees, .54 non-state employees)


_____  Actual Miles - ONE WAY or ROUND TRIP?  (Please circle one)
-OR-  
_____ Use map mileage

□ State Motor Pool    

□ Commercial (Air, bus – attach original receipt)

8.
NUMBER of NIGHTS LODGING: (Please indicate number of nights stayed)


____ IN-STATE WITH TAX ($89 + tax/night max – attach original receipt)


____ OUT-OF-STATE WITH TAX ($89.00/night max – attach original receipt)


____ HIGH COST CITIES (Actual expense – attach original receipt)


____ NON-COMMERCIAL, NON-RECEIPTABLE LODGING FACILITIES ($12.00/night)

9.
NUMBER OF MEALS YOU PAID FOR: (Please indicate number of each type of meal)

IN-STATE




OUT-OF-STATE




____ Breakfast 
($5.00)


____ Breakfast 
($11.00)




____ Lunch 
 
($6.00)


____ Lunch 
 
($12.00)




____ Dinner 
 
($12.00)

____ Dinner 
 
($23.00)

10.
_____ DAYS PER DIEM (Eligible MSL Commission or MLIAC members only; indicate 
quantity)

11.
OTHER EXPENSES:
(Bus, cab fare, parking fees, etc. – SPECIFY – IF OVER $10, ATTACH ORIGINAL RECEIPT)_____________________________________________

12.
DATE YOU ARRIVED HOME: _______________________ TIME: _________________

13.
COMMENTS/NOTES: ____________________________________________________


_____________________________________________________________________

PLEASE SIGN AND DATE THE TRAVEL VOUCHER. MSL WILL FILL OUT THE REMAINING PORTIONS OF THE FORM AND CALCULATE YOUR REIMBURSEMENT.


Rates updated January 5, 2016, Revised March 22, 2000


