City of Winchester

Travel Authorization Form

	Name
	
	
	Expense Accounting:
	

	
	
	
	Within five (5) working days after completion of travel, complete the following expense detail, attach required receipts, 

	Department
	
	
	following expense detail, attach required receipts, and submit to the 

	
	
	
	Finance Department.

	Purpose of Trip
	
	
	
	

	
	
	
	Expense Summary:  Account code 55-10

	Destination
	
	
	         

	
	
	
	
	Transportation (receipts)

	$ 

	Dates
	
	
	
	Parking, tolls (receipts)
	$

	Account Codes (s)

	
	
	
	Taxi, shuttle (receipts)
	$

	
	
	
	
	Other (specify w/receipts)
	

	
	
	
	
	
	

	Estimated Funding Required:
	
	Expense Summary:  Account code 55-40

	
	Registration
	$
	
	
	Registration
	$

	
	Lodging
	$
	
	
	Lodging
	$

	
	Meals
	$
	
	
	Meals
	$  

	
	Transportation

(54 cents/mile)
	$
	
	
	Other
	$

	
	(specify mode)
	
	
	
	(specify)
	

	
	Parking, tolls
	$
	
	
	
	

	
	Taxi, shuttle
	$
	
	
	Total Expenses
	$  

	       Other (specify)
	
	
	
	Less:  Prepayments
	$  

	
	TOTAL
	$
	
	
	Amount due Employee
	$  

	
	
	
	
	Amount due City
	$ 

	
	
	
	
	
	

	Employee Signature
	
	
	Meals Detail (Breakfast, $8; lunch, $10; dinner, $22):

	
	
	
	Date
	
	Breakfast ($)
	
	Lunch ($)
	
	Dinner ($)

	
	Date
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	Department Head Approval
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	Date
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	City Manager Approval
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	Date
	
	
	Total Meals
	 
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	Note:
	(1)
	 All travel within the state and one-day out-of-state
	
	(2)
	All out-of-state travel which includes an overnight stay requires

	  
	
	travel requires Department Head approval only.
	
	
	both Department Head and City Manager approval.


Important Instructions:

· Travel must be budgeted and approved in advance in order to receive reimbursement.

· This form must be used for approval and reimbursement of travel-related expenditures.

· To be reimbursed for travel expenditures, supporting documentation must be attached (receipts, travel brochure, etc).

· Receipts are required for lodging, airfare, gasoline, parking, and other travel-related expenditures, except meals.  Attach the receipt to this form when submitting for reimbursement.

· Meals are reimbursed at the per diem rate of $40, or breakfast, $8; lunch, $10; and dinner, $22.  Complete the Meals Detail above to indicate which meals are being reimbursed.  Many conferences/seminars include one or more meals as part of the registration fee.  These should not be included for reimbursement.
· To document the registration fees, attach a copy of the flyer or brochure, which specifies the charges being reimbursed.
· Mileage is reimbursed at .54 cents per mile (Effective January 1, 2016)
