
Travel Expense Voucher
WE

 Traveler's Name  Destination(s)
  Exchange Rate Used

 Employee ID (M Number)  Date of Departure  Time of Departure
 Date of Return  Time of Return

 Department  Name(s) of others on trip
 Index
 Address to which check is to be sent  Purpose of trip & benefits derived to the University          List Procurement Card charges and Amounts
 

SUN MON TUES WEDS THURS FRI SAT TOTAL
Date >>

City for lodging >>
Daily meal per diem for city >>

Breakfast
Lunch
Dinner
Lodging
Trans. Common Carrier
Taxis and Limousines

WEEK 1

Banq/Meals - Attachment
Registration Fees
Tolls/Parking
Telephone
Car Rental/Gas
Tips
Other
 (Explain on receipt or memo)

EXPENSES >>
CASH SUMMARY

Subtotal Expenses
 From To Miles Rate Subtotal Personal Car Expenses

Total expenses this trip
Cash advances received

Due traveler
 Vicinity Mileage Miles Rate Subtotal  Due MTU (attach cash receipt)

If greater than 100 miles, attach log Total
CERTIFICATION AND APPROVAL

 I, the undersigned, hereby certify that the above listed expenses were actually incurred by me for University purposes as allowed by 
 University policies and procedures.  No reimbursement has been received or is anticipated from any third party and if received, will be 
 immediately forwarded to the University.  I UNDERSTAND THAT CERTAIN EXPENSES MAY BE TAXABLE AND THAT THE APPLICABLE FICA,
 FEDERAL, AND STATE TAXES WILL BE WITHHELD FROM A FUTURE PAYCHECK.

Signature of traveler  Date Signature of Department Chair or higher Date

Prepared by

PERSONAL CAR EXPENSES
Click here for distances from Houghton

Prepared by

http://www.admin.mtu.edu/acct/dept/travel/procedures.htm#TravelExpenseVoucher
http://www.admin.mtu.edu/acct/dept/travel/procedures.htm#PerDiem
http://www.admin.mtu.edu/acct/dept/travel/allowances.htm


MICHIGAN TECHNOLOGICAL UNIVERSITY
Travel Expense Voucher

Traveler's Name WE

SUN MON TUES WEDS THURS FRI SAT TOTAL
Date >>

City for lodging >>
Daily meal per diem for city >>

Breakfast
Lunch
Dinner
Lodging
Trans. Common Carrier
Taxis and Limousines
Banq/Meals - Attachment
Registration Fees
Tolls/Parking
Telephone
Car Rental/Gas
Tips
Other (Explain)

EXPENSES

SUN MON TUES WEDS THURS FRI SAT TOTAL
Date >>

City for lodging >>
Daily meal per diem for city >>

Breakfast
Lunch
Dinner
Lodging
Trans. Common Carrier
Taxis and Limousines
Banq/Meals - Attachment
Registration Fees
Tolls/Parking
Telephone
Car Rental/Gas
Tips
Other (Explain)

EXPENSES

SUN MON TUES WEDS THURS FRI SAT TOTAL
Date >>

City for lodging >>
Daily meal per diem for city >>

Breakfast
Lunch
Dinner
Lodging
Trans. Common Carrier
Taxis and Limousines
Banq/Meals - Attachment
Registration Fees
Tolls/Parking
Telephone
Car Rental/Gas
Tips
Other (Explain)

EXPENSES

WEEK 2

WEEK 3

WEEK 4


	Employee ID M Number: 
	Date of Departure: 
	Time of Departure: 
	Date of Return: 
	Time of Return: 
	Index: 
	Address to which check is to be sent: 
	Purpose of trip & benefits derived: 
	List Procurement Card charges and Amounts: 
	Destinations: 
	Exchange Rate Used: 
	Names of others on trip: 
	1 SUN Date: 
	1 SUN City for lodging: 
	1 SUN Daily meal per diem for city: 
	1 SUN Breakfast: 
	1 SUN Lunch: 
	1 SUN Dinner: 
	1 SUN Lodging: 
	1 SUN Trans Common Carrier: 
	1 SUN Taxis and Limousines: 
	1 SUN BanqMeals - Attachment: 
	1 SUN Registration Fees: 
	1 SUN TollsParking: 
	1 SUN Telephone: 
	1 SUN Car RentalGas: 
	1 MON Date: 
	1 MON City for lodging: 
	1 MON Daily meal per diem for city: 
	1 MON Breakfast: 
	1 MON Lunch: 
	1 MON Dinner: 
	1 MON Lodging: 
	1 MON Trans Common Carrier: 
	1 MON Taxis and Limousines: 
	1 MON BanqMeals - Attachment: 
	1 MON Registration Fees: 
	1 MON TollsParking: 
	1 MON Telephone: 
	1 MON Car RentalGas: 
	1 MON Tips: 
	1 TUE Date: 
	1 TUE City for lodging: 
	1 TUE Daily meal per diem for city: 
	1 TUE Breakfast: 
	1 TUE Lunch: 
	1 TUE Dinner: 
	1 TUE Lodging: 
	1 TUE Trans Common Carrier: 
	1 TUE Taxis and Limousines: 
	1 TUE BanqMeals - Attachment: 
	1 TUE Registration Fees: 
	1 TUE TollsParking: 
	1 TUE Telephone: 
	1 TUE Car RentalGas: 
	1 TUE Tips: 
	1 WED Date: 
	1 WED City for lodging: 
	1 WED Daily meal per diem for city: 
	1 WED Breakfast: 
	1 WED Lunch: 
	1 WED Dinner: 
	1 WED Lodging: 
	1 WED Trans Common Carrier: 
	1 WED Taxis and Limousines: 
	1 WED BanqMeals - Attachment: 
	1 WED Registration Fees: 
	1 WED TollsParking: 
	1 WED Telephone: 
	1 WED Car RentalGas: 
	1 WED Tips: 
	1 THU Date: 
	1 THU City for lodging: 
	1 THU Daily meal per diem for city: 
	1 THU Breakfast: 
	1 THU Lunch: 
	1 THU Dinner: 
	1 THU Lodging: 
	1 THU Trans Common Carrier: 
	1 THU Taxis and Limousines: 
	1 THU BanqMeals - Attachment: 
	1 THU Registration Fees: 
	1 THU TollsParking: 
	1 THU Telephone: 
	1 THU Car RentalGas: 
	1 THU Tips: 
	1 FRI Date: 
	1 FRI City for lodging: 
	1 FRI Daily meal per diem for city: 
	1 FRI Breakfast: 
	1 FRI Lunch: 
	1 FRI Dinner: 
	1 FRI Lodging: 
	1 FRI Trans Common Carrier: 
	1 FRI Taxis and Limousines: 
	1 FRI BanqMeals - Attachment: 
	1 FRI Registration Fees: 
	1 FRI TollsParking: 
	1 FRI Telephone: 
	1 FRI Car RentalGas: 
	1 FRI Tips: 
	1 SAT Date: 
	1 SAT City for lodging: 
	1 SAT Daily meal per diem for city: 
	1 SAT Breakfast: 
	1 SAT Lunch: 
	1 SAT Dinner: 
	1 SAT Lodging: 
	1 SAT Trans Common Carrier: 
	1 SAT Taxis and Limousines: 
	1 SAT BanqMeals - Attachment: 
	1 SAT Registration Fees: 
	1 SAT TollsParking: 
	1 SAT Telephone: 
	1 SAT Car RentalGas: 
	1 SAT Tips: 
	1 SUBTOT Breakfast: 0
	1 SUBTOT Lunch: 0
	1 SUBTOT Dinner: 0
	1 SUBTOT Lodging: 0
	1 SUBTOT Trans Common Carrier: 0
	1 SUBTOT Taxis and Limousines: 0
	1 SUBTOT BanqMeals - Attachment: 0
	1 SUBTOT Registration Fees: 0
	1 SUBTOT TollsParking: 0
	1 SUBTOT Telephone: 0
	1 SUBTOT Car RentalGas: 0
	1 SUBTOT Tips: 0
	1 SUN Other Explain on receipt or memo: 
	1 MON Other Explain on receipt or memo: 
	1 TUE Other Explain on receipt or memo: 
	1 WED Other Explain on receipt or memo: 
	1 THU Other Explain on receipt or memo: 
	1 FRI Other Explain on receipt or memo: 
	1 SAT Other Explain on receipt or memo: 
	1 SUBTOT Other Explain on receipt or memo: 0
	1 SUNTOT Other Explain on receipt or memo: 0
	1 MONTOT Other Explain on receipt or memo: 0
	1 TUETOT Other Explain on receipt or memo: 0
	1 WEDTOT Other Explain on receipt or memo: 0
	1 THUTOT Other Explain on receipt or memo: 0
	1 FRITOT Other Explain on receipt or memo: 0
	1 SATTOT Other Explain on receipt or memo: 0
	1 SUBTOT Expenses: 0
	Vicinity Mileage Miles Rate Subtotal, Row 1: 
	FROM 1: 
	Mileage 1: 
	Rate: .555
	Subtotal Mileage 1: 0
	To 1: 
	FROM 2: 
	FROM 3: 
	FROM 4: 
	To 2: 
	To 3: 
	To 4: 
	Mileage 2: 
	Mileage 3: 
	Mileage 4: 
	Mileage Total: 0
	Subtotal Mileage 2: 0
	Subtotal Mileage 3: 0
	Subtotal Mileage 4: 0
	Vicinity Mileage: 
	1 SUN Tips: 
	Subtotal Expenses: 0
	Subtotal Mileage: 0
	Total Expenses: 0
	Amt Due to Traveler: 0
	Amt Owed: 0
	2SunDate: 
	2SunCity: 
	2SunDiem: 
	2SunBreakfast: 
	2SunLunch: 
	2SunDinner: 
	2SunLodging: 
	2SunTrans: 
	2SunTaxi: 
	2SunBanq: 
	2SunReg: 
	2SunTolls: 
	2SunPhone: 
	2SunCar: 
	2SunTips: 
	2SunOther: 
	2 SunSub: 0
	2MonDate: 
	2MonCity: 
	2MonDiem: 
	2MonBreakfast: 
	2MonLunch: 
	2MonDinner: 
	2MonLodging: 
	2MonTrans: 
	2MonTaxi: 
	2MonBanq: 
	2MonReg: 
	2MonTolls: 
	2MonPhone: 
	2MonCar: 
	2MonTips: 
	2MonOther: 
	2 MonSub: 0
	2TuesDate: 
	2TuesCity: 
	2TuesDiem: 
	2TuesBreakfast: 
	2TuesLunch: 
	2TuesDinner: 
	2TuesLodging: 
	2TuesTrans: 
	2TuesTaxi: 
	2TuesBanq: 
	2TuesReg: 
	2TuesTolls: 
	2TuesPhone: 
	2TuesCar: 
	2TuesTips: 
	2TuesOther: 
	2 TuesSub: 0
	2WedsDate: 
	2WedsCity: 
	2WedsDiem: 
	2WedsBreakfast: 
	2WedsLunch: 
	2WedsDinner: 
	2WedsLodging: 
	2WedsTrans: 
	2WedsTaxi: 
	2WedsBanq: 
	2WedsReg: 
	2WedsTolls: 
	2WedsPhone: 
	2WedsCar: 
	2WedsTips: 
	2WedsOther: 
	2 WedsSub: 0
	2ThursDate: 
	2ThursCity: 
	2ThursDiem: 
	2ThursBreakfast: 
	2ThursLunch: 
	2ThursDinner: 
	2ThursLodging: 
	2ThursTrans: 
	2ThursTaxi: 
	2ThursBanq: 
	2ThursReg: 
	2ThursTolls: 
	2ThursPhone: 
	2ThursCar: 
	2ThursTips: 
	2ThursOther: 
	2 ThursSub: 0
	2FriDate: 
	2FriCity: 
	2FriDiem: 
	2FriBreakfast: 
	2FriLunch: 
	2FriDinner: 
	2FriLodging: 
	2FriTrans: 
	2FriTaxi: 
	2FriBanq: 
	2FriReg: 
	2FriTolls: 
	2FriPhone: 
	2FriCar: 
	2FriTips: 
	2FriOther: 
	2 FriSub: 0
	2SatDate: 
	2SatCity: 
	2SatDiem: 
	2SatBreakfast: 
	2SatLunch: 
	2SatDinner: 
	2SatLodging: 
	2SatTrans: 
	2SatTaxi: 
	2SatBanq: 
	2SatReg: 
	2SatTolls: 
	2SatPhone: 
	2SatCar: 
	2SatTips: 
	2SatOther: 
	2 SatSub: 0
	2 BreakfastSub: 0
	2 LunchSub: 0
	2 DinnerSub: 0
	2 LodgingSub: 0
	2 TransSub: 0
	2 TaxiSub: 0
	2 BanqSub: 0
	2 RegSub: 0
	2 TollsSub: 0
	2 PhoneSub: 0
	2 CarSub: 0
	2 TipsSub: 0
	2 OtherSub: 0
	2 SubExp: 0
	3SunDate: 
	3SunCity: 
	3SunDiem: 
	3SunBreakfast: 
	3SunLunch: 
	3SunDinner: 
	3SunLodging: 
	3SunTrans: 
	3SunTaxi: 
	3SunBanq: 
	3SunReg: 
	3SunTolls: 
	3SunPhone: 
	3SunCar: 
	3SunTips: 
	3SunOther: 
	3 SunSub: 0
	3MonDate: 
	3MonCity: 
	3MonDiem: 
	3MonBreakfast: 
	3MonLunch: 
	3MonDinner: 
	3MonLodging: 
	3MonTrans: 
	3MonTaxi: 
	3MonBanq: 
	3MonReg: 
	3MonTolls: 
	3MonPhone: 
	3MonCar: 
	3MonTips: 
	3MonOther: 
	3 MonSub: 0
	3TuesDate: 
	3TuesCity: 
	3TuesDiem: 
	3TuesBreakfast: 
	3TuesLunch: 
	3TuesDinner: 
	3TuesLodging: 
	3TuesTrans: 
	3TuesTaxi: 
	3TuesBanq: 
	3TuesReg: 
	3TuesTolls: 
	3TuesPhone: 
	3TuesCar: 
	3TuesTips: 
	3TuesOther: 
	3 TuesSub: 0
	3WedsDate: 
	3WedsCity: 
	3WedsDiem: 
	3WedsBreakfast: 
	3WedsLunch: 
	3WedsDinner: 
	3WedsLodging: 
	3WedsTrans: 
	3WedsTaxi: 
	3WedsBanq: 
	3WedsReg: 
	3WedsTolls: 
	3WedsPhone: 
	3WedsCar: 
	3WedsTips: 
	3WedsOther: 
	3 WedsSub: 0
	3ThursDate: 
	3ThursCity: 
	3ThursDiem: 
	3ThursBreakfast: 
	3ThursLunch: 
	3ThursDinner: 
	3ThursLodging: 
	3ThursTrans: 
	3ThursTaxi: 
	3ThursBanq: 
	3ThursReg: 
	3ThursTolls: 
	3ThursPhone: 
	3ThursCar: 
	3ThursTips: 
	3ThursOther: 
	3 ThursSub: 0
	3FriDate: 
	3FriCity: 
	3FriDiem: 
	3FriBreakfast: 
	3FriLunch: 
	3FriDinner: 
	3FriLodging: 
	3FriTrans: 
	3FriTaxi: 
	3FriBanq: 
	3FriReg: 
	3FriTolls: 
	3FriPhone: 
	3FriCar: 
	3FriTips: 
	3FriOther: 
	3 FriSub: 0
	3SatDate: 
	3SatCity: 
	3SatDiem: 
	3SatBreakfast: 
	3SatLunch: 
	3SatDinner: 
	3SatLodging: 
	3SatTrans: 
	3SatTaxi: 
	3SatBanq: 
	3SatReg: 
	3SatTolls: 
	3SatPhone: 
	3SatCar: 
	3SatTips: 
	3SatOther: 
	3 SatSub: 0
	3 BreakfastSub: 0
	3 LunchSub: 0
	3 DinnerSub: 0
	3 LodgingSub: 0
	3 TransSub: 0
	3 TaxiSub: 0
	3 BanqSub: 0
	3 RegSub: 0
	3 TollsSub: 0
	3 PhoneSub: 0
	3 CarSub: 0
	3 TipsSub: 0
	3 OtherSub: 0
	3 SubExp: 0
	4SunDate: 
	4SunCity: 
	4SunDiem: 
	4SunBreakfast: 
	4SunLunch: 
	4SunDinner: 
	4SunLodging: 
	4SunTrans: 
	4SunTaxi: 
	4SunBanq: 
	4SunReg: 
	4SunTolls: 
	4SunPhone: 
	4SunCar: 
	4SunTips: 
	4SunOther: 
	4 SunSub: 0
	4MonDate: 
	4MonCity: 
	4MonDiem: 
	4MonBreakfast: 
	4MonLunch: 
	4MonDinner: 
	4MonLodging: 
	4MonTrans: 
	4MonTaxi: 
	4MonBanq: 
	4MonReg: 
	4MonTolls: 
	4MonPhone: 
	4MonCar: 
	4MonTips: 
	4MonOther: 
	4 MonSub: 0
	4TuesDate: 
	4TuesCity: 
	4TuesDiem: 
	4TuesBreakfast: 
	4TuesLunch: 
	4TuesDinner: 
	4TuesLodging: 
	4TuesTrans: 
	4TuesTaxi: 
	4TuesBanq: 
	4TuesReg: 
	4TuesTolls: 
	4TuesPhone: 
	4TuesCar: 
	4TuesTips: 
	4TuesOther: 
	4 TuesSub: 0
	4WedsDate: 
	4WedsCity: 
	4WedsDiem: 
	4WedsBreakfast: 
	4WedsLunch: 
	4WedsDinner: 
	4WedsLodging: 
	4WedsTrans: 
	4WedsTaxi: 
	4WedsBanq: 
	4WedsReg: 
	4WedsTolls: 
	4WedsPhone: 
	4WedsCar: 
	4WedsTips: 
	4WedsOther: 
	4 WedsSub: 0
	4ThursDate: 
	4ThursCity: 
	4ThursDiem: 
	4ThursBreakfast: 
	4ThursLunch: 
	4ThursDinner: 
	4ThursLodging: 
	4ThursTrans: 
	4ThursTaxi: 
	4ThursBanq: 
	4ThursReg: 
	4ThursTolls: 
	4ThursPhone: 
	4ThursCar: 
	4ThursTips: 
	4ThursOther: 
	4 ThursSub: 0
	4FriDate: 
	4FriCity: 
	4FriDiem: 
	4FriBreakfast: 
	4FriLunch: 
	4FriDinner: 
	4FriLodging: 
	4FriTrans: 
	4FriTaxi: 
	4FriBanq: 
	4FriReg: 
	4FriTolls: 
	4FriPhone: 
	4FriCar: 
	4FriTips: 
	4FriOther: 
	4 FriSub: 0
	4SatDate: 
	4SatCity: 
	4SatDiem: 
	4SatBreakfast: 
	4SatLunch: 
	4SatDinner: 
	4SatLodging: 
	4SatTrans: 
	4SatTaxi: 
	4SatBanq: 
	4SatReg: 
	4SatTolls: 
	4SatPhone: 
	4SatCar: 
	4SatTips: 
	4SatOther: 
	4 SatSub: 0
	4 BreakfastSub: 0
	4 LunchSub: 0
	4 DinnerSub: 0
	4 LodgingSub: 0
	4 TransSub: 0
	4 TaxiSub: 0
	4 BanqSub: 0
	4 RegSub: 0
	4 TollsSub: 0
	4 PhoneSub: 0
	4 CarSub: 0
	4 TipsSub: 0
	4 OtherSub: 0
	4 SubExp: 0
	WEnum: 
	Message: Please insert dates in 'mm/dd/yy' format and times in 'hh:mm am/pm' format.
	Page: Page 1 of 2
	clear form: 
	Instructions: 
	Prepared By: 
	Cash Advanced: 
	Subtotal Mileagel Vin: 0
	calc: 
	recalc: 
	Names of others on trip2: 
	Department2: 
	Travelers Name: 
	Instructions2: 
	PerDiem: 
	DistAltLink: 
	Info: Alternate links are provided if other links do not work in your web browser. Please note alternate links may open in the same browser window causing entered data to be lost. To avoid losing entered data, you can open a new browser window and select the link from there.
	PerDiemAlt: 
	DateSigned: 


