THE OFFICE OF

Tulane

Request for Travel Expense Reimbursement

To receive reimbursement for travel expenses, a request form and a travel expense itemization sheet
must both be submitted. All receipts for expenses to be reimbursed must be attached to these forms.

Present this completed request to your adviser.

Allow a minimum of one week for a check to be issued.

Person to be Paid

Date

Organization

Address

Account/Natural Acct.

City/State/Zip

Social Security Number

Country of Citizenship

Date/Time of Departure

Date/Time of Return

Purpose of Trip

Disposition Instructions
(Check One)

|:| Hold for pickup, Room 210, UC

|:| To be mailed

Total Expenses

Amount to be Reimbursed

Requested by

Name

Approved by

Phone Number E-mail

Student Organization Adviser
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