Please use lower case when completing this form. Using upper case increases the possibility of losing part of the entries.

Clear Entries

V#

(8 digits)

UNIVERSITY OF CENTRAL FL VENDOR ? PREPARED BY 72 PONUMBER ?
VOUCHER FOR VENDOR ID # ? PHONE 7 DEPT./PROJECT NO. 2
REIMBURSEMENT HEADQUARTERS ? BLDG. & RM 7 RESIDENCE (City, State) ?
OF TRAVELING EXPENSES CAMPUS & +4 zip ?
ISTRAVELER A U.S.CITIZEN? [ ]Yes [ |No CHECK ONE [JEmployee [ Non-Employee/Ind. Contractor
? Travel Performed ? Purpose or Reason ? Di?nl;rrtzfre : MZ?;SSLOY ? z?;[c):i:l ? Map ? Vicinity? Other Expenses
Date From point of Origin (Name of Conference) and Hour of A&B Lodging Mileage Mileage
to Destination Return Travel Expenses Claimed Claimed Amount Type
M
M
M
M
M
M
M
M
M
M
M
M
M
M
M
M
M
M
M
M
Statement of Benefit to the University ? Column Column 0 wmi Column Summary
Total Total @ Mi. Total Total
FOR FINANCE AND ACCOUNTING USE ONLY ADVANCE PAYMENTS $ 0.00| $ 0.00| $ 0.00| g 0.00| ¢ 0.00
Check No. LESS ADVANCE RECEIVED 7 use a minus sign when keying this amou
Check Date LESS NON-REIMBURSABLE ITEMS INCLUDED ON PURCHASING CARD $0.0C
Voucher No. NET AMOUNT DUE TRAVELER $0.0C
NET AMOUNT DUE THE UNIVERSITY
I hereby certify or affirm that this claim for reimbursement is true and correct in every material matter; that the travel expenses were actually incurred by me as necessary in the performance of official Pursuant to Section 112.061 (3) (a), Florida Statutes, | hereby certify or affirm that to the best of my knowledge
?:;::;ttcva‘(thpﬁ;drlsglﬁf%n;zfsh;ssziilgr?gqgggife;{ol}?gsgglgézfwy meals or lodging included in the convention or conference registration fees claimed by me, and this voucher conforms in every the travel was on official business for the University and was for the purpose(s) stated above.
I further certify or affirm that I have not been or will not be reimbursed for any of these expenses from another source and that these expenditures have not been paid via the UCF Purchasing Card. ?
5 SUPERVISOR'S SIGNATURE:
TRAVELER'S SIGNATURE: ) SUPERVISOR'S TITLE:
DATE PREPARED: TITLE: SIGNATURE DATE:
FOR F&A USE:
Form 41-901pc (8-2006)




PO #

THIS SECTION TO BE COMPLETED WHEN TRAVEL IS PERFORMED BY A COMMON CARRIER, UNIVERSITY OR RENTAL VEHICLE. NAME

Date Ticket Number or From To

Amount Name of Common Carrier
University Vehicle Tag Number

UNIVERSITY OF CENTRAL FLORIDA PURCHASING CARD CHARGES
THIS SECTION REQUIRED TO BE COMPLETED ONLY WHEN TRAVEL RELATED EXPENSES ARE PAID BY USING THE UNIVERSITY OF CENTRAL FLORIDA PURCHASING CARD
Date Merchant/Vendor ?

Description of Item Acquired ? Amount of Charge

THIS SECTION REQUIRED TO BE COMPLETED ONLY WHEN NON-REIMBURSABLE ITEMS WERE PURCHASED USING THE UNIVERSITY OF CENTRAL FLORIDA PURCHASING CARD

Date Merchant/Vendor ? Description of Iltem Acquired ?

Amount of Charge

Total (This amount must appear on the line "Less Non-Reimbursable ltems Included on Purchasing Card" on the reverse side of this form.) $ $0.0C
GENERAL INSTRUCTIONS

Class A travel -- Continuous travel of 24 hours or more away from official headquarters.
Class B travel -- Continuous travel of less than 24 hours which involves overnight absence from official headquarters.
Class C travel -- Travel for short or day trips where the traveler is not away from his/her official headquarters overnight.

Breakfast --- when travel begins before 6 a.m. and extends beyond 8 a.m.
Lunch -------- when travel begins before 12 Noon and extends beyond 2 p.m.
Dinner ------- when travel begins before 6 p.m. and extends beyond 8 p.m.

NOTE: Per Diem and Meals are only applicable for Class A and B Travel. Rate of Per Diem and Meals shall be those prescribed by Section 112.061, Florida Statutes.

Non-reimbursable items may not be charged on the University Purchasing Card. Inadvertent non-reimbursable charges are to be deducted from the travel reimbursement claimed on the reverse side of this form on the line

"Less Non-reimbursable Items Included on Purchasing Card" and the above "Non-reimbursable ltems" section of "University of Central Florida Purchasing Card Charges" section above must be completed. Per diem shall be
completed at one-fourth of authorized rate for each quarter or fraction thereof. Travel over a period of 24 hours or more will be calculated on the basis of 6-hour cycles, beginning at midnight; less than 24-hours travel will be

calculated on the basis of 6-hour cycles, beginning at the hour of departure from official headquarters. Hour of depature and hour of return should be shown for all travel. When claiming per diem, the meal allowance columns should
not be used. Claims for actual lodging at single occupancy rate should be put in the "Per Diem or Actual Lodging Expenses" column and include the appropriate meal allowances in the "Meals for Class A & B Travel" column.
Vicinity travel must appear in the separate column. When travel is by common carrier and billed directly to the traveler, the amount and description should be included in the "Other Expenses" column. A copy of the ticket or invoice
should be attached to this form. If travel is by common carrier and billed directly to the University, then the "Travel Performed by Common Carrier" section above should be completed. If travel is by common carrier and the carrier

is paid by the use of the University Purchasing Card, then the "University of Central Florida Purchasing Card Charges" section above should be completed. The name of the common carrier should be inserted in the "Map Mileage
Claimed" column in these instances. Justification must be provided for use of a noncontract airline (or one offering equal or lesser rates than the contract airline) or rental car (or one having lower net rate) when contract carriers

are available. Additionally, justification must be provided for use of a rental car larger than a Class "B" car. If travel is performed by the use of a University-owned vehicle, the word "University" should be inserted in the "Map Mileage
Claimed" column on the reverse side of this form, and the above section designated as "Travel Performed by Common Carrier" should be completed. If lodging is paid by the use of the University Purchasing Card, the words
"Purchasing Card" should be inserted in the "Per Diem or Actual Lodging Expenses" column on the reverse side of this form, and the above section designated as "University of Central Florida Purchasing Card Charges" should

be completed. Incidental travel expenses which may be reimbursed include: (a) reasonable taxi fare; (b) ferry fares and bridge, road, and tunnel tolls; ( c) storage and parking fees; (d) telephone and telegraph expenses; (e) convention
or conference registration fee. If meals are included in the registration fee, meals or per diem should be reduced accordingly. Receipts should be obtained when required. The official Dept. of Transportation map should be used

in computing mileage from point of origin to destination whenever possible. When any University employee is stationed in any city or town for over 30 days continuous work days, such city or town shall be deemed to be his/her
official headquarters and he/she shall not be allowed per diem or subsistence after the period of 30 continuous work days has elapsed, unless extended by the approval of the President of the University. A copy of an agenda and any
detailed information pertaining to the purpose of the travel should be attached. Any fraudulent claim for mileage, per diem or other travel expense is subject to prosecution as a misdemeanor.
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(8 digits)
	Certify: I hereby certify or affirm that this claim for reimbursement is true and correct in every material matter; that the travel expenses were actually incurred by me as necessary in the performance of official duties; that per diem claimed has been appropriately reduced by any meals or lodging included in the convention or conference registration fees claimed by me, and this voucher conforms in every respect with the requirements of Section 112.061, Florida Statutes.
I further certify or affirm that I have not been or will not be reimbursed for any of these expenses from another source and that these expenditures have not been paid via the UCF Purchasing Card.
	Clear Entries: 
	Purpose: 
	TravelPerformed: 
	DepartReturn: 
	MealsClass: 
	PerDiem: 
	MapMileage: 
	VicinityMileage: 
	OtherExpenses: 
	DateColumn: 
	VendorHelp: 
	VendorIDHelp: 
	HeadQuartersHelp: 
	PreparedByHelp: 
	PhoneExtHelp: 
	BldgRmHelp: 
	PONumberHelp: 
	DeptProjHelp: 
	ResidenceHelp: 
	LessAdvRecvHelp: 
	CampusHelp: 
	NetDueUnivHelp: 
	VendorText: Type the full name of the traveler.
	VendorIDText: Employee number, if UCF employee.
Vendor number, if not UCF employee.
	DepartReturnText: The time of day or night traveler leaves his/her headquarters to commence travel.  When traveling by air the University allows up to three hours prior to scheduled departure time if the destination is out of country.  A reasonable amount of time to make the trip to and from the airport is allowed.
	HeadQuartersText: City/campus in which the traveler's assigned office or place of work is located. If traveler is stationed in another city for a period of 30 continuous workdays or more, such city will become the official headquarters and the traveler will not be allowed to receive further per diem or subsistence after the said period unless specifically approved by the University President.
	OtherExpensesText: Enter here incidental expenses paid by the traveler with personal funds  (not with a UCF PCard).  This should include expenses  such as taxi fares, parking, porter fees, tolls, etc. and the cost of airfare and vehicle  rental.  Incidental expenses must be identified separately and reported on the line for the day incurred when applicable.   For additional information about required receipts and reimbursable expenses see PART I of the Travel Manual.
	VicinityMileageText: Mileage to a secondary destination(s) after reaching the primary destination.  Example, traveler went from Orlando to Tampa (this mileage is considered map mileage). Mileage while in the Tampa area on UCF business would be considered vicinity miles.
	ResidenceText: The home city and state of the traveler.
	DeptProjText: Department or Project number to which the travel expenses will be charged.
	PONumberText: Type the Purchase Order number or Encumbrance number.
	CampusText: Examples: Main 2210, Daytona 0800, Downtown 2612
	BldgRmText: Type the building name and not the building number. Indicate the room number.
	PhoneExtText: Complete telephone number where the department preparer can be contacted during working hours.
	TravelPerformedText: The first line will show the city where the travel originated to the traveler's destination. Show the traveler's location each day.
The last line will show the city where the traveler ended the trip. For example, if a traveler whose headquarters is UCF Main Campus spends three days in Norfolk, VA, and two days in San Diego, CA, starting January 1; this column (and date of column) will look as follows:

1/1/03 UCF Main Campus (Orlando, Fl) to Norfolk, VA
1/2/03 Norfolk, VA
1/3/03 Norfolk, VA to San Diego, CA
1/4/03 San Diego, CA
1/5/03 San Diego, CA to UCF Main Campus (Orlando,Fl)
	DateColumnText: Enter on a separate line each day that the traveler is away. Do not forget the year.
	LessAdvRecvText: Enter the amount of the advance if a travel advance was paid to the traveler.
	NetDueUnivText: Subtract the amounts entered on the “Less Advance Received” and “Less Adjustments” lines from the Summary Total  and if a  negative amount enter it here.  This is the amount that the traveler owes UCF and must be deposited at the cashier’s office.  Provide cashier’s office with the Dept./Project No. and the six digit account number.  Submit a copy of the cashier’s deposit document with the reimbursement voucher.
	SignatureText: Traveler must be aware of the certification statement above the signature line. Enter traveler's title. The reimbursement voucher MUST show the traveler's original signature. Date shown must be the date the reimbursement voucher was signed by the traveler.
	PurposeText: State the purpose of the travel. The name of organizations, conferences or conventions, must be provided in full. DO NOT ABBREVIATE.
	PreparedByText: Type the full name of the preparer.
	PerDiemText: If claiming the $80 per diem rate (Class A or B Travel only), enter the full amount of $80 or fraction thereof as shown in PART G of the Travel Manual. If claiming meals plus lodging, enter amount of lodging each day.
	MealsClassText: For per diem purposes, travel is divided into two classes - Class A and B. Class A travel is one in which there is continuous travel 24 hours or more away from official headquarters.  Class B travel is one in which continuous travel is less than 24 hours requiring overnight absence from official headquarters.    Enter the allowance that the traveler is authorized to receive.  For instructions in computing per diem, see PART G of the Travel Manual:  PER DIEM AND MEAL ALLOWANCES.
	MapMileageText: Mileage between cities may be obtained from the Internet using the MapQuest website, make sure to attach a copy to the reimbursement voucher.  Also see Exhibit H for some mileage.  Add up this column to arrive at the total number of miles traveled.  Round mileage for each day to the nearest whole number. Enter the total number of miles at the bottom of the column.  Multiply the total number of miles by the mileage allowance ($0.445).  Enter the amount at the bottom of the column.  When the traveler is riding with someone else, or using a University owned vehicle, the traveler is not entitled to a mileage allowance. A traveler will not be reimbursed for mileage or other transportation expenses when the cost of the trip is paid by another source.
	BenefitHelp: 
	BenefitText: Enter the benefit to the University. Do not leave this blank. This is not the same as the purpose of the travel.
	SupervisorHelp: 
	SignatureHelp: 
	MerchantHelp: 
	DescItemAcqHelp: 
	MerchantNonReimHelp: 
	DescItemAcqNonReimHelp: 
	SupervisorText: The reimbursement voucher MUST show the supervisor's original signature, title and date signed.
	MerchantText: PCard merchant; e.g. Holiday Inn, Avis
	DescItemAcqText: PCard travel related expenses; e.g. lodging, registration, parking, rental car, airfare, taxis
	MerchantNonReimText: see below
	DescItemAcqNonReimText: Description of non-reimbursable items


