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Local Administrative Travel Expenses 

        Study Center 

Traveler’s Name 
Month/Day  
of Travel Between what Points Mode of Transport Purpose Cost 

                                    

                                    

                                    

                                    

                                    

                                    

I acknowledge receipt of        due me for Administrative Travel expenses as listed 
above. Receipts attached. 
 
   
 Traveler’s signature 
 
 
 
APPROVAL FOR PAYMENT: 
 
 
 
         
Director’s signature   Date 
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