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Southwest Association of Student Assistance Programs

TRAVEL VOUCHER FORM

PLEASE NOTE:  For documentation purposes and accountability this form must be accompanied with the appropriate receipt.  Failure to submit receipts, invoices and complete the form correctly will result in not receiving reimbursements or advances.    A separate voucher form must be completed for each travel.

	Date: 
	          
	/
	 
	/
	 
	
	Voucher #: 
	


	
PAYABLE TO:
	
	
	

	
	First Name
	Last Name
	Area Code/Phone Number

	
	
	
	
	

	Mailing Address
	City
	State
	Zip
	E-mail


	Beginning Travel Date:
	
	Beginning Travel Address:
	

	Ending Travel Date:
	
	Ending Travel Destination:
	

	Purpose of Travel: 
	

	Budget Code:
	
	Executive Board Travel  
	
	ELI Travel  
	
	Board Committee Travel, specify:
	
	Other, please specify:

	
	
	
	
	
	
	
	
	


	Date
	Category
	Amount
	Receipt 
(Check if attached)
	Other / Explanation

	
	AIRFARE
	
	
	

	 
	MILEAGE   (effective 01/01/11 $0.51/mile)
	 
	 
	 

	
	TAXI / SHUTTLE
	
	
	

	
	INCIDENTAL (DETAIL, must specify)
	
	
	

	
	BREAKFAST
	
	
	

	
	LUNCH
	
	
	

	
	DINNER
	
	
	TOTAL:  

	
	OTHER (DETAIL, must specify)
	
	
	


___________________________________________________________________________

( Reimbursement Request 

Claimant’s Signature







Date


( Advanced Request

___________________________________________________________________________

( Request Approved 
Treasurer’s Signature







Date


( Request Denied
You may fax voucher form to Keylan Morgan @ 512-245-7868; however, mail original receipts to Keylan Morgan, SWASAP Treasurer, Texas State University – San Marcos, 601 University Drive, The Long House, San Marcos, TX   78666.  For additional questions or concerns, contact Keylan Morgan,  keylan@txstate.edu or by phone to 512-245-3838 or cell phone 512-644-8880.

TREASURER ONLY: ( Hand-Delivered ( Mailed to Claimant ( Mailed for signature 
Check # ___________ 
 Date: ____ /____ /____
Initials: __________

� EMBED Word.Picture.8 ���








[image: image2.wmf] 

_1296489807.doc
[image: image1.png]SouthWest Associdtion ol Student Askistance Pgrams

SWA. SAP

AR A OK TX NM

TRIO

,-‘-‘ﬂ\}.







