TRAVEL EXPENSE VOUCHER & INSTRUCTIONS
Please fill out one (1) travel expense voucher for each student teacher:


 Please Check One Below:
	NAME: 
	  
	SEMESTER/YEAR:
	
	
	MSU Faculty 

	MAILING ADDRESS:
	
	 
	
	MSU GTA

	 
	
	 
	DEPARTMENT:
	Field Placement 
	
	MSU Adjunct

	CITY, STATE, ZIP:
	
	 
	
	MSU Instructor

	 
	 
	 
	INDEX NUMBER:
	413004
	
	In-state Field Supervisor

	
	
	
	
	
	
	Out-Of-State Field Supervisor*

	
	
	
	
	
	*Not applicable.  Mileage for out-of-state supervisors is negotiated with the contract.

	BRIEFLY EXPLAIN NATURE OF TRIP(S):       (example:  Supervision of Student Teachers)

	Visit
	(1) Date
	(2) Travel Details 
	(3) Name of Student Teacher
	(4) Mode of Travel
	(5) Mileage

	Example
	9/29/09 
	Home/MSU to School to Home/MSU 
	Jason Smith 
	p car
	18 miles round trip 

	1
	 
	 
	 
	p car
	 

	2
	 
	 
	 
	p car
	 

	3
	 
	 
	 
	p car
	 

	4
	 
	 
	 
	p car
	 

	5
	 
	 
	 
	p car
	 

	6
	 
	 
	 
	p car
	 

	7
	 
	 
	 
	p car
	 

	8
	 
	 
	 
	p car
	 

	9
	 
	 
	 
	p car
	 

	10
	 
	 
	 
	p car
	 


	IF MILEAGE IS CLAIMED ABOVE 28 cents PER MILE: 

I, THE Traveler, verify that the MSU Motor Pool was contacted and a State car was not available for use during the dates requested.
	
	TOTAL MILEAGE
	 

	     As a result, my personal vehicle was used. Or the use of a personal vehicle is considered to be in the best interest of the state.
	
	I hereby certify that this is a valid claim to the State in accordance with and statutes and administration procedures: 

	Traveler/Employee Signature:
__________________________________________
Date: ________________________
	 
	Supervisor's Approval:
___________________________________________
Date: ________________________


