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Jarvis Christian College 
TRAVEL/ACTIVfTY ExPENSE ANO ATTENDANCE REPORT 

This form must be completed by persons who attended off campus activities at the expense of the College. This form with 
the appropriate signatures, and all attachments are due in the Business Office 10 business days from the date of the activity 
or ending date of trav~. 

1. Name of person who attended activi~ 

2. Activity beginning date ___ ___ and ending date 

3. Trip From: Tyler, Texas To: Dallas, Texas and Return________ 
---------- (ClylWldSlale)(City and Sia) 

To: To: 
(City iil1d Stale) (City and Slate) 

4. Purpose of Trip: 

DAILY EXPENSES1 l,;llliT•f:1' ~ • . \ f, hf•f'Y • i:.:. ■ t M. hl':I' - -•·1:..: •111 -u.. u~,, Wlilll o.hM' - :rlri1'\' .. 0 1111,,.,, ••In~u11,1 ~ 

DATE .. .,.. . . 
Plant. Train or Busa 
Penonal AutoJ 
RentmCar 
Gu• 
Tut, Shuttle, Car Se,vlc1 
Hotal 
Realt1ratton 
MNlt 
Parking FtN 
0th• (Exptatn) 

COLUMN TOTAL 
Baggage Fees Total of Afl Expenses 

Less Exoenses Paid In Advance by GOle09 $ 
Amount to be Reimbursed $ 
Amount Returned to Coffeae 

Required Attachments: 

A. Copy of approved requisttion or Request for Travel 
8. Copy of check iSS\led by the College for the requested activity/advance 
C. Participant Roster (if applicable) 
D. Onginal receipts with documentation of the event 
E. Summary Report form on Travel Activity with 1-2 page narrative 

Give budget account number to be charged ___________ Project Code ______ 
Please malt.e sure the account number you Hsted Is the same as the one on 'fO'J' orignal request/requisition 

Date submitted: 

Travelm Date Vice President f0t Fnooce aro .Almristratioo Date 

Director, Sponsored Programs Date Provost Date 

Major Alea Supervisor Date President Date 

Vice President Date Revised: 03/2612013 •OVER-
.Ap prove<! by Cabinet 03/26/201 3 


