
TRAVEL ADVANCE/EXPENSE REPORT  

PROJECT I.D.: ATA#  Check if Foreign Travel ☐ 
Name of Traveler:      UIN or RFID: 
Mailing Address: 

Street City State Zip 

Purpose of Travel: 
Departure Point:  Departure Date: 
Destination:   Travel End Date: 

(PART A) 
ADVANCE  ITEM  (PART B) 

TRAVEL EXPENSES – ATTACH ALL RECEIPTS  
  $ COMMON CARRIER $   Receipt or Ticket Required 
  $ BAGGAGE $   Receipts Attached 
  $ MILEAGE $              mi @             / mi 
  $ RENTAL CAR $   Receipts Attached 
  $ GAS $   Receipts Attached 
  $ LODGING $   Hotel Receipts Attached 
  $ MEALS * $   Per Diem ☐ or Receipts ☐ 
  $ TOLLS/PARKING $   Receipts Attached 
  $ TAXI/BUS $   Receipts Attached 
  $ 






