
EXPENSE REPORT INFORMATION 

Name:   __________________________________________________________________________________________________________________________ 

Department:       Classics               East Asian               French & Italian               German               Hispanics               Slavic 

Affiliation:       Faculty              Staff              Graduate Student              Guest 

Travel Type:       Non-Travel      Domestic      International 

Destination & Dates: _______________________________________________________________________________________________________________ 
(if multiple- please list dates in each location) 

Trip Purpose:   _____________________________________________________________________________________________________________________ 

Event Name/Business Purpose:   ______________________________________________________________________________________________________ 

Claiming per diem?        Yes               No 

Account to Charge:       Department Operating Budget       Faculty Research Funds       Start-Up Funds       Other: ______________________________ 
(Please attach Dept. Chair’s approval to use Operating Budget) 

INDIVIDUAL RECEIPT INFORMATION: 

Date of 
Receipt Vendor Amount 

Payment 
Method 

OneCard or Personal

Notes/Expense Type 
Airfare, Lodging, Meals, Registration, Event Supplies, Research Materials, Other 
*If Meals- state if personal, group, or if alcohol was purchased. Include attendees.
*If other- please describe

Receipt 
Submitted 



Date of 
Receipt Vendor Amount 

Payment 
Method OneCard 

or Personal

Notes/Expense Type 
Airfare, Lodging, Meals, Registration, Event Supplies, Research Materials, Other 
*If Meals- state if personal, group, or if alcohol was purchased. Include attendees. *If other- please 
describe

Receipt
Submitted
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