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Travel Expense Voucher Instructions 
 
 

I. General Information  
 
Complete the following fields 

 Name 
 Enter TU ID number in the Empl ID# field 
 Address 
 Date of travel 
 Time of travel 

 
II. Itemized Expense Work Sheet 

 Enter GRH in the blank box under Registration 
 Enter the amount of the taxi ride and the date in the column for the day of the travel. 

Reimbursement will not exceed $40.00. 
 

III. Mileage Work Sheet – not applicable 
 

IV. Petty Cash Reimbursement  
Choose one of the two Petty Cash disbursement options.  
 

V. Purpose of Travel  
 Enter Alternative Transportation, GRH 
 Include signature and date 

 
VI. Travel Office Summary 

For use by Working Fund 
 

VII. Traveler/Department 
For use by Parking & Transportation Services 

 
 
*Sample expense voucher attached.  
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