
Travel Request Form Appendix A 



Travel Reimbursement Form Appendix B 

Date

Employee Name (print) Employee Signature

1 2 3 4 5 6 7 8 9 10 11 12

PURPOSE\LOCATION AUTO RENTAL AIRPLANE 
TRAIN TAXI TOLLS 

PARKING MISC
BUSINESS 
MEETING 

MEALS

PERSONAL 
MEALS LODGING DATE PERS AUTO 

AMOUNT MILEAGE TOTAL

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

TOTALS $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 0 $0.00
AMT:
AMT:
AMT:
AMT:

$0.00

$0.00

DATE
DEPARTMENT HEAD

DIVISION VICE PRESIDENT

DATE
PRESIDENT

Hudson County Community College
Travel Reimbursement

TOTAL ADVANCE

DUE TO COLEGE

DUE TO EMPLOYEE

Date:
Date:
Date:
Date:

CONTROLLER

FUNDING SOURCE ACCT #:

Detailed receipts required on all expenses

Explain columns 5, 6, and 10 on reverse side: A
D
V
A
N
C
E
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