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Dept. Receipt Transmittal Form
Updated:  10.01.2012
Traveler's Signature
Date
Sponsored Funding?
Was a travel advance received for this trip?
If actual expenses are less than advance amount, personal check must be attached for difference.
Airfare for the trip was:
Lodging for the trip:
Meals for the trip:
A portion of the expenses for this trip were/will be reimbursed by external source(s)?
To the best of my knowledge, the expenses I am submitting are in compliance with the university's Business and Travel Expense Policy and I have ensured the following:
I am providing proper business justification and supporting documentation (e.g. receipts) to the business expense preparer;
Proper approval for upgrades and exceptions have been obtained and provided to the business expense preparer;
If these expenses are being charged to a sponsored award, the expense is in compliance with all sponsor requirements/Federal regulations.
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