Student Expense Report

<4 ANOKA

“wmm  TECHNICAL COLLEGE

1355 West Highway 10
Anoka, MN 55303

Complete all parts of this form that are applicable to the expenses you are submitting. If claiming
reimbursement, enter actual amounts paid, not to exceed limits listed on reverse.

(Prior approval is needed)

Student Name Student ID
LAST FIRST MI
Address
STREET APT. #
CITY STATE ZIP
IN STATE OUT-STATE
. . - . Meals . . . .
Date Time Daily Descrlptlon/E_m__m:_“_._“_:_._“m; Total all : Mileage : Parking : Lodging : Total :
Comments B : L : p : Meals : : : : :
TOTALS:
Subtotal 8
Cost Center Other Expenses:
Dat : Expense Comments Total
.............. Type i
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GRAND TOTAL S

Ancoka Technical College is an affirmative action, equal opportunity employer and educator, and a member of the Minnesota State Colleges and Universities
system. This document is available in alternative formats to individuals with disabilities by calling (763) 576-4700, TTY: 7-1-1 or (800) 627-3529.



Expense Reimbursement Allowances

........................................................................................................................

YR OF EXPENSE ] REIMBURSEMENT ALLOWANCE .
: State-owned vehicle not available . :595centspermile o C
: Statecowned vehicle denied o .......:A8bcentspermile
:Tollsandparkingfees . ......................;8ctualgost
- Commercial Transportation (air, taxi, rental car, etc.) plus actual cost

‘ reasonable gratuities

........................................................................................................................

........................................................................................................................

Motorcycle :no reimbursement applicable
Personal aircraft - .555 cents per mile
Overnight lodging actual reasonable cost
Laundry and/or dry-cleaning after 1 week in travel status actual cost; not to exceed $16 per week
Work-related long distance calls actual cost
Personal telephone calls actual cost up to maximum number of nights
away X §3
Special expenses (e.g. conference fees, banquet tickets]) actual cost with prior approval
- Meals plus reasonable gratuities - actual cost up to - other metro areas
-« breakfast (in travel status overnight or leave home before : maximums - (see cities below)
6 a.m.) : :
* lunch (in travel status and more than 35 miles from work : breakfast - $7.00 - breakfast - $8.00
station) “lunch- $9.00 -lunch - $10.00
- dinner (in travel status overnight or return home after - dinner - $15.00 - dinner- $17.00
7 p.m.) : :

........................................................................................................................

The other metropolitan areas are:
Atlanta, Detroit, New York City, Baltimore, Hartford, Philadelphia, Boston, Houston, Portland, Oregon, Chicago,
Kansas City, 5t. Louis, Cleveland, Los Angeles, San Diego, Denver, New Orleans, Seattle and Washington D.C.
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