
KENYON COLLEGE


Travel and Entertainment Expense Statement
Destination and purpose of trip__________________________

 
	Date
	Hotel
	Meals
	Tips
	Phone
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Auto
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	Am't.

@
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	RR or Airline Fare
	Parking
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	Other*
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	TOTAL EXPENSES
	

	MAKE CHECKS PAYABLE TO:
	Amount of Travel Advance
	     

	NAME:  
	Amount Returned Herewith
	     

	ADDRESS: 
	Amount in Excess of Advance/

TO BE REIMBURSED
	
     

	     
	
	




*Explanation of "other"




Person's entertained:
 

Account charged:






DATE:                        

Signed:         





Approved:   ______________________________        

