Peninsula Mediation & ADR

217 McLaws Circle, Suite 1

Williamsburg VA 23185

Phone: 757.253.7677  Fax: 757.253.7688

Travel Expense Verification Report

Name________________________________________________________________________________

Purpose______________________________________________________________________________

Itinerary/Date(s) ______________________________________________________________________

From__________________
To_____________________
Depart
____________Arrive
_____________

From__________________
To_____________________
Depart
____________Arrive_____________

From__________________
To_____________________
Depart
____________Arrive_____________

	DATES
	
	
	
	
	
	
	
	TOTAL

	Train/Plane
	
	
	
	
	
	
	
	

	Car Rental
	
	
	
	
	
	
	
	

	Taxi
	
	
	
	
	
	
	
	

	Mileage @     /mi
	
	
	
	
	
	
	
	

	Tolls
	
	
	
	
	
	
	
	

	Parking
	
	
	
	
	
	
	
	

	Other (Specify)
	
	
	
	
	
	
	
	

	Hotel/Room
	
	
	
	
	
	
	
	

	Tips(exclude meals)
	
	
	
	
	
	
	
	

	Telephone
	
	
	
	
	
	
	
	

	Other (specify)
	
	
	
	
	
	
	
	

	Breakfast
	
	
	
	
	
	
	
	

	Lunch
	
	
	
	
	
	
	
	

	Dinner
	
	
	
	
	
	
	
	

	Other (below)
	
	
	
	
	
	
	
	

	Total Billed
	
	
	
	
	
	
	
	

	Total Charged
	
	
	
	
	
	
	
	

	Total Cash
	
	
	
	
	
	
	
	

	Explanation of Expenses
	Total Expenses
	$

	
	Cash Expenses
	

	
	Less
	

	
	Due Traveler
	

	
	Due PM/ADR
	$



Traveler’s Signature







     Date

(Over)

INSTRUCTIONS/EXPLANATIONS

Please submit expense form within ONE WEEK of return from trip.

The form works vertically.  Each expense should be noted where appropriate.  A total of Credit Card and Cash expenses should be noted.  

Receipts:  To ensure prompt and accurate payment, attach all receipts.

Meals:  Please note on the receipt the total number and names of persons and type of meal (e.g., breakfast, lunch or dinner) and the amount, including tip.  Reimbursements are not made for alcoholic beverages.

Miscellaneous:  Taxi fares are reimbursable if incurred for going to and from stations or airports.  Please use airport limousine services when they are cheaper.

