TRAVEL/HOSTING REIMBURSEMENT REQUEST

Trip Information:
Destination________________________

Purpose of trip/hosting event:

Shortcode #________________________

_____________________________

Travel Advance: $_______ # _________

_____________________________

Event ID # *_______________________

_____________________________

Dates of Trip/Event__________________

Other travelers:

Was Alcohol Purchased? _____________

______________________________

Mileage on Personal Vehicle___________

______________________________

Third Party Reimbursement?___________

______________________________

  If yes, how much (net) and from whom? __________________________________________

Personal information:

Name_________________________________

Title__________________________________

Email_________________________________

UM ID

 _______________
Vendor # __________________

Home Address

Phone #______________________________________

Please do not highlight, tape or staple receipts

Original itemized receipts are required for:

· Airfare

· Hotel

· Car rental

· Meals

Please provide ALL of the pages of all receipts
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*Event Identifier Numbers available at: http://www.umich.edu/~purch/AP/Travel/




