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 TRAVX PAPER EXPENSE FORM         
 TO BE USED BY NON-EMPLOYEE TRAVELERS WHO HAVE TRAVX TRIP NUMBERS         
4. Period of this report
DAY
DATE
TRAVELED FROM
TRAVELED TO
TRAVELED TO
SUNDAY
MONDAY
TUESDAY
WEDNESDAY
THURSDAY
FRIDAY
SATURDAY
5.
6.
7.
TRANSPORTATION
8.
PLANE & TRAIN TICKETS
9.
CURRENT REIM. RATE:
10.
TAXIS, TOLLS, PARKING
12.
LODGING TAXES
14.
BREAKFAST*
16.
DINNER*
18.
OTHER EXPENSES
19.
Other Business Expense
22.
24.
CERTIFICATION
26.
ORNL CONTACT PERSON'S INFORMATION
20.
25.
TOTAL AMOUNT DUE TRAVELER
23.
DAILY REPORT TOTAL
21.
**Honorarium
17.
LUNCH*
15.
TELEPHONE
13.
LODGING
LODGING AND MEALS
11.
RENTAL CAR
PERSONAL CAR MILEAGE x
*OR ALLOWABLE M&IE RATE
I CERTIFY THAT THE FOREGOING IS A TRUE STATEMENT OF EXPENSE INCURRED IN ACCORDANCE WITH COMPANY PRACTICE
AND INSTRUCTIONS. I HAVE INCLUDED ANY EXPENSE REIMBURSEMENT OR OTHER REMUNERATION IN THIS REPORT.
* M&IE allowance will be reimbursed if entered by host. Otherwise, enter actual expenses for meals purchased by traveler.
MEAL AND LODGING EXPENSES IN EXCESS OF GSA RATES REQUIRE SPECIAL APPROVAL
TravX Paper Expense FormInstructions for Visitor
1. Enter the cost of travel expenses you incurred in the appropriate fields. NOTE: Do not enter the cost of any expense paid directly by ORNL (such as airfare, rental car, and/or hotel expense)
2. If you drove your personal car, multiply the number of miles driven by the current mileage rate as provided by your host and then enter the amount to be reimbursed on line 9.
3. Enter the cost of the meals you purchased on the appropriate line if instructed to do so by your host unless the host has entered the appropriate M&IE allowance per day on line 18.
4. Line 19 (honorarium) may only be completed by your host.
5. If you enter other business expenses on line 20, you must explain those expenses in section 22. Examples of other business expenses allowed are:         • Hotel internet charges         • Registration fees         • Fuel for rental car         • Airline baggage check fees
6. After completing the expense form, read the statement in section 24 and sign on the provided line.
7. Enter your mailing address in section 25.
8. Send the completed, signed expense form and required receipts to the contact person whose information is provided in section 26. NOTE: You may send the documents by mail, fax, or email.
9. The following receipts are required:         • Airfare (if you booked and paid for it)         • Itemized rental car receipt (if you paid for it)         • Itemized hotel receipt (if you paid for it)         • Registration fee (if applicable and you paid for it)         • Any single expense in excess of $75
TravX Paper Expense FormInstructions for Host
This expense report form can be submitted after the form is completed and signed in lieu of the TravX expense certification form.
1. Complete fields 1 through 7.
2. Enter the current mileage rate on line 9. (Contact Travel Services if unsure of the current rate.)
3. Enter the M&IE allowance for each day on line 18 if you wish to reimburse the traveler the M&IE allowance rather than actual up to the allowance.
NOTE: If any meals were provided at the cost of the government (host provided) reduce the amount of M&IE for the day(s) meals were provided.
4. If honorarium payment was approved via the reservation/honorarium request application enter the amount approved on line 19.
5. Complete the contact person’s information section at the bottom of the form. NOTE: Contact person must be a travel assistant in order to be able to complete the TravX expense report.
6. Give this form and the instructions to the visitor to complete at the end of the trip.
7. Visitor will need to return the signed completed expense form and any required receipts to the contact person.NOTE: Visitor may send the signed form and required receipts by mail, email, or fax.
8. When the signed expense form and required receipts are received, the contact person should enter the expenses into the TravX expense report.
9. After completing the TravX expense report, the contact person should click the “Print for Certification” button on the certification page in order to send the report electronically for approval.
NOTE: A copy of the TravX certification form will NOT need to be printed.
10. After the TravX expense report has been sent for approval, the signed expense form and any required receipts should be mailed to Travel Audit in a Travel Receipt envelope.
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	travxTripNo: 
	travelerName: 
	travelerPersonnelNo: 
	periodFrom: 
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	TextField2: 
	date: 
	from: 
	to: 
	ticket: 
	ticketTotal: 0.00
	mileage: 
	reimrate: .565
	reimtotal: 0.00
	reimtotalTotal: 0.00
	rentalcar: 
	rentalcarTotal: 0.00
	taxis: 
	taxisTotal: 0.00
	lodging: 
	lodgingTotal: 0.00
	lodgingTaxes: 
	lodgingTaxesTotal: 0.00
	telephone: 
	telephoneTotal: 0.00
	breakfast: 
	breakfastTotal: 0.00
	lunch: 
	lunchTotal: 0.00
	dinner: 
	dinnerTotal: 0.00
	msie: 
	msieTotal: 0.00
	honorarium: 
	honorariumTotal: 0.00
	otherBusExp: 
	otherBusExpTotal: 0.00
	dailyRptTot: 0.00
	dailyRptTotTotal: 0.00
	total: 0.00



