Perry City Corporation Out of Area Training Request & Expense Report 

Name:                                                Dates of Training:                                          
  
Purpose of Training:                                        Location:                                             .                                                  .
	Mileage from
	
	to
	
	=
	
	Miles

	x2=
	
	x
	
	Day(s)=
	
	Total

	*IRS Per Diem can be found at http://www.gsa.gov/portal/category/100120  


	Date
	
	
	
	
	
	
	
	Totals

	Breakfast 15%
	
	
	
	
	
	
	
	

	Lunch 24%
	
	
	
	
	
	
	
	

	Dinner 43%
	
	
	
	
	
	
	
	

	Sundries 18%
	
	
	
	
	
	
	
	

	Total Per Diem
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	Registration
	
	
	
	
	
	
	
	

	Airfare
	
	
	
	
	
	
	
	

	Lodging
	
	
	
	
	
	
	
	

	Daily Total
	
	
	
	
	
	
	
	

	
	
	
	
	
	Total Cost of Travel
	

	
	
	*Total Advance Requested (Mayor must approve)
	

	This Portion to be Completed BEFORE Travel

	Summary of Expenses
	Estimate
	

	Meals and Incidental Expenses
	
	

	Rental Car
	
	

	Mileage
	$                     = Miles                    .x 0.575
	

	Airfare
	
	

	Lodging
	
	

	Parking
	
	

	Taxi, Bus, Shuttle, Tolls, Etc.
	
	

	Rental Car Gasoline
	
	

	Business Phone Calls
	
	

	Registration Fees
	
	

	Total
	
	


	Benefit to City/Personal Benefit (if additional space is needed continue on back of form):

	

	

	

	

	

	Pre Travel Approval: 

	Department Head:
	
	
	

	Mayor/City Administrator:
	
	



