IAP/PL TRAVEL CLAIM FORM
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1.   NAME  						2.  RANK 			3.   FAO AOR        

4.	TOTAL # OF DAYS TAD	(INCLUDING TRAVEL AND LEAVE)         5.  DEPARTURE DATE:			6. RETURN DATE:   

8.	LEAVE EXECUTED IN CONJUNCTION WITH TAD? YES		 NO		HOW MANY DAYS LEAVE?  

9.	WAS A RENTAL CAR AUTHORIZED?  YES			NO         

10.	ITINERARY EXECUTED:

	  	DATES							 		     
         ARRIVAL	    DEPARTURE                LOCATION	       	             PURPOSE	     	
  1)  	                                                                                                                                              
  2)                                                                                                                                                      
  3)                                                                                                                                                       
  4)                                                                                                                                                       
  5)                                                                                                                                                      
  6)                                                                                                                                                      
  7)                                                                                                                                                           


11.  DID EXECUTED ITINERARY DIFFER FROM ORIGINAL TAD REQUEST?  YES			NO	

IF YES, PROVIDE EXPLANATION:



12.  TRANSPORTATION EXPENSES

      DESCRIPTION	     COST	         JUSTIFICATION (TO/FROM)

1)   
2)   
3)    
4)  
5) 


13.  LODGING EXPENSES

       DESCRIPTION/LOCATION				    RATE	   TOTAL COST           DATES

1)    
2)   
3)    
4)    
5)    										


14. MISC EXPENSES

	      EXPENSE                                                    COST
	        EXPENSE                                                   COST

	
	

	1)  
	10)  

	2)  
	11)  

	3)  
	12)  

	4)  
	13)  

	5) 
	14)   

	6)  
	15)  

	7)  
	16)  

	8)  
	17)  

	9)  
	18)  






15.  POV USED?  YES   	NO   	IF YES, PROVIDE TOTAL MILES TRAVELLED  	miles


16.	 WERE PERSONAL FUNDS OR PERSONAL CREDIT CARDS USED FOR ANY TRANSPORTATION EXPENSES?  
         YES  	NO 

IF YES, IDENTIFY WHICH EXPENSES AND PROVIDE AN EXPLANATION AS TO WHY A GOVCC WAS NOT USED:



17.  ADDITIONAL REMARKS:  

 

NOTE:
· Travelers have 5 working days after the completion of TAD to settle the associated travel claim (i.e. signed voucher submitted to PL Admin)
· Receipts must be submitted for all expenses that are being claimed
· Receipts must be converted to US Dollars and the exchange rate at the time of purchase should also be annotated.  EVERY RECEIPT SHOULD HAVE AN EXCHANGE RATE ANNOTATED
· Expenses listed on an itemized receipt must be individually translated into English and converted into USD (i.e. LINE BY LINE conversion, do not just sum up all itemized expenses in the foreign currency and convert the total.) 
· FAO should annotate which expense each receipt corresponds to, especially for those receipts in foreign languages.
· For those receipts that are unobtainable or lost, a “Statement in Lieu of Receipts” should be submitted
· Rental Car receipts must show a zero balance so it is clear that the bill was paid, unpaid invoices will not be accepted for reimbursement
· Submitted lodging receipts must itemize all expenses being claimed
· If an itemized receipt is not obtainable, a “Statement in Lieu of Lodging” must be submitted     
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14. TRAVELER			                                    PLU BUDGET APPROVING OFFICIAL
EMAIL:                                    	(__) RENTAL CAR AUTH Y/N ____
                                                                                                             PHONE 703-692-4366
	
___________________________________|_________	_______________________________________|_________
SIGNATURE                                                   DATE	SIGNATURE                                                          DATE
                                                                                                             DATE 
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