GADSDEN STATE Appendix U

Please Type
CO M M U N ITY CO L LEG E Attach Program/Agenda of Event to Attend
REQUEST FOR OUT-OF-STATE TRAVEL

President
Gadsden State Community College Date of Request

Request is respectfully made for authorization of travel for the purpose of: (give full details, use back of this sheet if
necessary)

In the city of State of

Mode of Transportation

Lodging (specify hotel if known)
Date of Departure

Date of Return

ESTIMATED COSTS:

Transportation Signature
*Request to Pre-pay Airfare? ___Yes __ No

Registration Fee

*Request to Pre-pay? __Yes_No
Room Type or Print
APPROVED:
Meals
In City Transportation: Department/Division Chairman

Taxi/Car Rental

Executive Staff Member
Total

President
Expenses Will Be Paid From:
State Funds ()
Federal Funds ( ) Charge to Fund

*1, the undersigned employee, verify that any prepaid expenses are for travel on official State business. In the event | do
not make the trip for any reason, | agree to reimburse the college for any pre-payment made on my behalf.

Employee Signature:
(to be signed only for pre-payment of expenses)




GADSDEN STATE COMMUNITY COLLEGE
OUT-OF-STATE TRAVEL REIMBURSEMENT FORM

Department

Payee

Payee Vendor Number

Address

State of Alabama

County

The mileage and subsistence expense indicated in this
expense account has been previously authorized and has

been checked for compliance.

Pay from

funds

Approved

Departmental

| Hereby Certify That the Within Account in the
Amount of $ is correct, due and
unpaid.

Signature of Payee

Sworn to and subscribed before me this
day of ,

Notary Public

RECAPITULATION OF EXPENSES

Travel Expenses

Amount

Emergency and Necessary Expenses Amount
Incurred in Connection with Travel

COMMERCIAL TRANSPORTATION
MEALS AND LODGING
MILEAGE, PRIVATE CAR @ .555/MILE

TOTAL TRAVEL EXPENSES

TOTAL POSTAGE, TELEPHONE,
TELEGRAPH, AND EMAIL

GRAND TOTAL EXPENSES




GADSDEN STATE COMMUNITY COLLEGE
OUT-OF-STATE TRAVEL REIMBURSEMENT FORM, PAGE 2

Payee Department

Itemized Statement of Necessary Traveling Expenses Incurred for Period , to ,

Add each column and Carry Totals Forward to Recapitulation on First Page

Transportation Expense — List dates of transportation expense and detail of expense:

Hour Fare or
Depart Base Miles if Mileage
Date From To Hour Return Private Rate
To Base Car .555/mile
Total

Include reimbursement for private car mileage to airport if flight taken.

Meals, Lodging and Emergency and Necessary Expenses — List all dates of travel, expenses incurred on each
date and detail of expense:

Postage,
List Each Meals and Telephone, Detail of
Date of Breakfast Dinner Supper Room Room Telegraph, Misc. Misc.
Travel Totals and Email Items

Totals

Note tips paid in restaurants on meal receipts. When listing meal costs above, include tips in the costs.




