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1. Agency Name – Enter the agency name.
2. Agency Number – Enter the three-digit agency number.
3. Name and Address of Claimant – Enter the employee’s name and address to send payment. 
4. Month/Year – Enter the month and year travel occurred.
5. Work Phone Number – Enter the employee’s work phone number.
6. Social Security Number – Leave blank.
7. Regularly Scheduled Work Hours – Enter the employee’s regularly scheduled work hours.
8. Official Station – Enter the employee’s official station.
9. Official Residence – Enter the employee’s city of official residence.
10. Trip Information: 
a. Date – Enter the month and day of travel.
b. From – Enter the city where the trip begins.
c. To – Enter the destination city.
d. Trip Time – Enter the departure time.
e. Trip Time – Enter the return time.
11. Per Diem: 
a. Per meal entitlement – Enter the reimbursable meal allowance amounts for breakfast, lunch, and dinner per SAAM Chapter 10, subsection 10.90.20.
b. Subsistence Subtotal – Add all meal amounts: breakfast, lunch and dinner.
c. Lodging Costs – Enter actual lodging costs not to exceed the maximum reimbursable lodging amount.  Attach original receipts.
d. Total Per Diem – Add the subsistence subtotal and lodging costs.
12. Motor Vehicle: 
a. Miles driven – point-to-point – Enter the point-to-point miles as shown on an official state highway map or per the vehicle’s odometer.
b. Miles driven - vicinity – Enter the miles driven that exceed the point-to-point miles.
c. Reimbursement rate – Enter the allowable reimbursement rate for the vehicle driven.
d. Mileage allowance – Add point-to-point and vicinity miles multiplied by the reimbursement rate.
13. Other Per Detail – Other reimbursable expense amounts transferred from the “Detail of other Expenses” section of the form (see line 18 instructions).
14. Grand Total – Total reimbursable expenses.
15. Amount Subject to Payroll Taxes – Enter the amount for non-overnight reimbursable meals.  These reimbursements are reported to the Internal Revenue Service as taxable fringe benefit income.  Federal income and payroll taxes are collected on the amount reported.
16. Purpose of Trip– Provide a brief description of the purpose of the trip/business conducted.
17. Detail of Other Expenses – Provide the date, payee description, and dollar amount of other expenses. Other expenses include, but are not limited to phone calls, ferry tickets, taxi fare and parking fees.  This section provides the detail for amounts listed in the “Other Per Detail” column (see line 13 instructions).
18. Signature, Date –The traveler must sign and date in ink.  
19. Initials – Travelers that choose not to be reimbursed for all allowable travel expenses must initial this box.
20. Approved By – The signature of the person authorized to approve payment of these travel expenses.
