
Purchase Order#

The Catholic University of America
Travel/Entertainment Expense Report

Traveler's Name:

Campus Address: Dept. Phone #:

Dates: Account: Amount:

Purpose of Travel:

Attach Organized Receipts for All Items >$25 and All Meals >$10

Dates
Paid by 
CUA 

Directly
Total

Air/Rail
Rental Auto
Personal Auto(see below)
Lodging
Meals(see next page)
Conference Fees
Taxi/Bus/Limousine
Parking/Tolls
Telephone
Other(see next page)
Total Expenses

Less Travel Advance (and items paid directly by CUA) Travel Advance Amount

Total Due Traveler
or
Balance Due CUA (attach check)

I certify that all expenditures on this form were incurred on behlaf of The Catholic University of America.
I also certify that I am familiar with all of the University's policies regarding travel (located at
http://policies.cua.edu/finance/finance/Travel/travel.cfm) and that this report is conformance with University policy.

Traveler's Signature: Date:

Authorizing Signature*: Date:
*According to University policy, travel should be authorized by the VP, Dean, Department Chairperson, or Principal Investigator responsible for the

travel budget to be used.

Original Receipts Are Required! (Tolls and Meals costing under $10.00 do not require receipts,
but do require and itemized list and specific business purpose)

Personal Auto

Mileage-Itemized by Day

(2008 mileage rate for use of a car is $0.550 per mile)

Date To From Miles $/Miles (see note above) Total

Total



Travel/Entertainment Related Meal Expense - Irs regulations required the following:
1) the reason for the meal and business benefit expected to be gained;

2) the name and occupation or other information about the person(s) for whom the meal expense is being claimed in order to support the business-

related nature of the meal.

To comply with these regulations we ask that you list each meal with the corresponding expense. Describe the place, persons

present and business discussed for each meal.

Meals

(original itemized receipts must be attached for each meal over $10.00)
Date Meal Business Purpose With Whom/Explanation Cost

Breakfast
Lunch
Dinner
Breakfast
Lunch
Dinner
Breakfast
Lunch
Dinner
Breakfast
Lunch
Dinner
Breakfast
Lunch
Dinner
Breakfast
Lunch
Dinner
Breakfast
Lunch
Dinner

Total
ADDITIONAL COPIES OF THIS PAGE MAY BE ADDED FOR LONGER TRIPS.

Other Expenses
(Attach Original Receipts for All Items >$25)

Date Description Amount

Total


