
EXPENSE REPORTING FOR ASOR

Name:

Description:Give a description of the reason for your reimbursement request: location, purpose

Dates: Dates of expenses and/or travel

Note: Supporting documentation (receipts, invoices, etc.) is required for all purchases. If no receipt is available (for example, a cash tip), include an explanation for an amount under $5; if over $5 with no receipt, a signed statement is required. 

Note: Description required for all expenses.

*For mileage, see directions below.

Current rate: 0.670

Item

Number Date Location Lodging

Airfare/ground 

transportation M&I Lodging

Airfare/ground 

transportation M&I Equipment Supplies Contractual

Other 

Direct


