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Today’s Date
Period Covered



From:                                To:                     


Name:




Address:


City:


State:


Zip Code:


ATTACH RECEIPTS
Date
Date
Date
Date
Date
Date
Date
Total











Transportation – Air/Rail
$
$
$
$
$
$
$
$

Transportation – Car Rental









Transportation – Mileage









Hotel









Entertainment









Meals









Gas









Tolls









Parking









Other – Describe







































TOTALS
$                                     
$
$
$
$
$
$
$











Member Signature





Total Paid
By Member
$







Less Advances

($                  )

Signature of Approving









Executive Committee





Amount Due
Member
$







Amount Due
Chapter
$

Purpose of Trip/Activities:









Explanation of Entertainment Expense:





Date
Name of Restaurant and City
Lodging
Business Purpose
Total





$
































Total $



Explanation of Meals:

Date
Breakfast
Lunch
Dinner
Total





$








































Total
$



Explanation of Mileage – Other Expenses





Date
Reason
Total





$








































Total
$
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