Please complete the form below for reimbursement of expenses.  Claim for lodging must include receipt.  Map mileage may be claimed for travel to and from meeting (43¢ per mile) if you drive your own vehicle. (The standard maximum daily allowance in Little Rock for Meals ($54.00) and Lodging ($82.00) is $111.00 per day.)  Meals are only reimbursable for overnight travel. 
NAME:  (Please Print)   __________________________________________________________

ORGANIZATION:                        

JOB TITLE:     _________________________________________________________________

HOME ADDRESS: 
____________________________________________________________
(Street)


(City & State)


(Zip Code)
TITLE OF CONFERENCE:


PURPOSE OF MEETING:
______________________________________________________


LOCATION:
____________________________________     DATE:   ___________________  
VEHICLE LICENSE NUMBER:
________________________________________________

	DATE
	MILEAGE
	NO. OF MILES
	LODGING (ATTACH RECEIPT)
	MEALS
	TOTAL

	
	FROM
	TO
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	THE MILEAGE WILL BE FIGURED FOR YOU.


PLEASE SIGN (NAME ONLY) ON THE ATTACHED TR-1 FORM 

DO NOT WRITE ON THE TR-1 FORM – SIGN ONLY.












