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	Name:
	 
	Date of Request:
	

	Event/Purpose:
	
	Dates of Event:
	

	Location:
	
	
	


Maximum meal and tip allowance is per day
	
	# of Days X $30.00
	

	
	
	

	Days
	Travel
	Lodging
	Meal/Tip
	Other
	Notes
	Total

	Saturday
	
	
	
	
	
	$

	Sunday
	
	
	
	
	
	$

	Monday
	
	
	
	
	
	$

	Tuesday
	
	
	
	
	
	$

	Wednesday
	
	
	
	
	
	$

	Thursday
	
	
	
	
	
	$

	Friday
	
	
	
	
	
	$

	Saturday
	
	
	
	
	
	$

	Sunday
	
	
	
	
	
	$

	Total
	
	
	
	
	
	$

	Advance
	$

	   Mileage is calculated actual odometer reading @ $.14/mile
	Balance
	$

	Make & Model of Vehicle
	
	License Number
	

	Odometer reading 
at beginning of trip
	
	Odometer reading 
at end of trip
	


I hereby certify the above is true and correct.

	Signed
	
	Date
	

	Approved
	
	Date
	


