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	EMPLOYEE NAME  
	     
	SIGNATURE
	DATE SUBMITTED

     

	
	I hereby certify that expenses listed below were incurred by me on official business of the Commonwealth of Virginia and include only such expenses as were necessary in the conduct of this business.
	


	DATE
	LOCATION
	TIME

LEFT
	TIME

RETURN
	OVER-NIGHT

(()
	VENDOR
	ITEM
	NUMBER OF MILES
	VEHICLE

USAGE

CODE

(BELOW)
	AMOUNT

( $ )

	     
	     
	     
	     
	 FORMCHECKBOX 

	     
	     
	    
	 FORMDROPDOWN 

	     

	     
	     
	     
	     
	 FORMCHECKBOX 

	     
	     
	    
	 FORMDROPDOWN 

	     

	     
	     
	     
	     
	 FORMCHECKBOX 

	     
	     
	    
	 FORMDROPDOWN 

	     

	     
	     
	     
	     
	 FORMCHECKBOX 

	     
	     
	    
	 FORMDROPDOWN 

	     

	     
	     
	     
	     
	 FORMCHECKBOX 

	     
	     
	    
	 FORMDROPDOWN 

	     

	     
	     
	     
	     
	 FORMCHECKBOX 

	     
	     
	    
	 FORMDROPDOWN 

	     

	     
	     
	     
	     
	 FORMCHECKBOX 

	     
	     
	    
	 FORMDROPDOWN 

	     

	     
	     
	     
	     
	 FORMCHECKBOX 

	     
	     
	    
	 FORMDROPDOWN 

	     

	     
	     
	     
	     
	 FORMCHECKBOX 

	     
	     
	    
	 FORMDROPDOWN 

	     

	     
	     
	     
	     
	 FORMCHECKBOX 

	     
	     
	    
	 FORMDROPDOWN 

	     

	     
	     
	     
	     
	 FORMCHECKBOX 

	     
	     
	    
	 FORMDROPDOWN 

	     

	     
	     
	     
	     
	 FORMCHECKBOX 

	     
	     
	    
	 FORMDROPDOWN 

	     

	     
	     
	     
	     
	 FORMCHECKBOX 

	     
	     
	    
	 FORMDROPDOWN 

	     

	     
	     
	     
	     
	 FORMCHECKBOX 

	     
	     
	    
	 FORMDROPDOWN 

	     

	Purpose of Trip:
	 FORMCHECKBOX 
 Conference
	 FORMCHECKBOX 
 Presentation
	 FORMCHECKBOX 
 Investigations
	 FORMCHECKBOX 
 Education
	 FORMCHECKBOX 
 Field Work
	 FORMCHECKBOX 
 Other (Explain)

	
	     

	
	     


VEHICLE USAGE CODE:      1.  PERSONAL VEHICLE-COST BENEFICIAL TO STATE-PERSONAL MILEAGE RATE        2.  STATE VEHICLE-NOT AVAILABLE/ACCESSIBLE-PERSONAL MILEAGE RATE        3.  STATE VEHICLE-AVAILABLE OR NOT REQUESTED-FLEET RATE

