EXPENSE VOUCHER

THIS VOUCHER IS FOR:

[ ] EXPENSES IN CONNECTION WITH ATTENDANCE AT (Location)
HELD ON (Date(s) of Meeting)
[J OTHER: (Describe Reason for Incurring Expenses)
MY DATE OF DEPARTURE MY DATE OF RETURN
EXPENSES
TRANSPORTATION EXPENSES:
[ Airfare, Train, Bus $
[J Rental Car Expense $
DAILY EXPENSES:
[J DAILY EXPENSES (FROM REVERSE SIDE OF VOUCHER) $
MEETING REGISTRATION FEE:
[[] MEETING REGISTRATION FEE EXPENSE (ATTACH RECEIPT) $
SETTLEMENT
TOTAL EXPENSESWHICH IINCURRED . . ... $
LESS THE AMOUNT | RECEIVED AS AN ADVANCE (IFANY)........... $
EQUALS ..o $
[ ] REFUND WHICH | OWE . MY CHECK ISATTACHED. . .................... $
OR

[] AMOUNT OWING ME , | REQUEST REIMBURSEMENT..........

I HEREBY CERTIFY THAT THE EXPENSES DETAILED ON THIS VOUCHER ARE THE PROPER AND ACTUAL EXPENSES WHICH | INCURRED IN

CONNECTION WITH THE ACTIVITY NOTED ABOVE.
DATED THIS DAY OF , 20

(Signature)

(Address and City)



DAILY EXPENSES (ATTACH RECEIPTS FOR ALL MEAL EXPENSES AND ANY SINGLE ITEM OF $25 OR MORE):

DATE: DATE: DATE:
HOTEL ROOM PLUS TAX $ HOTEL ROOM PLUS TAX $ HOTEL ROOM PLUS TAX $
BREAKFAST & TIP $ BREAKFAST & TIP $ BREAKFAST & TIP $
LUNCH &TIP $ LUNCH &TIP $ LUNCH & TIP $
DINNER & TIP $ DINNER & TIP $ DINNER & TIP $
BEVERAGES & TIP $ BEVERAGES & TIP $ BEVERAGES & TIP $
PORTERS—BELLMEN $ PORTERS—BELLMEN $ PORTERS—BELLMEN $
LIMOS-TAXIS-BUSES $ LIMOS-TAXIS-BUSES $ LIMOS-TAXIS-BUSES $
$ $ $
(Other) (Other) (Other)
TOTAL THIS DATE $ TOTAL THIS DATE $ TOTAL THIS DATE $
DATE: DATE:
HOTEL ROOM PLUS TAX $ HOTEL ROOM PLUS TAX $
BREAKFAST & TIP $ BREAKFAST & TIP $
LUNCH &TIP $ LUNCH &TIP $
DINNER & TIP $ DINNER & TIP $
BEVERAGES & TIP $ BEVERAGES & TIP $
PORTERS—BELLMEN $ PORTERS—BELLMEN $
LIMOS-TAXIS-BUSES $ LIMOS-TAXIS-BUSES $
$ $
(Other) (Other)
TOTAL THIS DATE $ TOTAL THIS DATE $

TOTAL OF ALL DAILY EXPENSES  $§

(Transfer amount to front side of voucher)

EXPLANATIONS (IF NEEDED):

“Reimbursable expenses” shall not include expenses of a personal nature or those expenses which are not related to business. For example,
personal recreational expenses such as golf, tennis, rental of fishing boat and in-room movies are not reimbursable expenses.



