
EXPENSE SHEET

NAME:

DEPT./DIVISION

PURPOSE:

DATE:

1. Travel Expense (Specify Air/Train/Bus/Car ): 1.$

2. Hotel Expense (Name of Hotel ): 2.$

3. Conference Registration Fee: 3.$

4. Meals: 4.$

5. Miscellaneous: 5.$

     a. □ Local Transportation (Specify means ______________________)

     b. □ Other (Specify  ______________________________________)

Total Cost: $
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