
Account Number Dates of Travel Amount 
   
   
   

 
Ball State University 

Travel Expense Voucher 
   

 
Name    
Department   Mail to Campus Address
Purpose of Trip   Mail to Home (Include Address)
 
Date Subsistence   

20___ Periods   
mm/dd 

From To 
Time of 

Departure/
Return 1 2 3 4 

Amount 
 

Lodging 
Amount  

            
            
            
            
            
            
            
            
            
            
            
            

This section must be completed   

Meals Furnished Section Was the registration fee paid directly by 
the University? _____Breakfast(s)  at $_________=___________  

Total 
Lodge 

 
 

a 
 No  Yes, $       

  _____ Lunch(es) at $_________=___________  

 

   
Were any meals included in registration 
or otherwise furnished? _____ Dinner(s) at $_________=___________ Sub-Total 

    

 
 No 

                 Complete Meals 
 Yes,     Furnished Section

 
Less total meals furnished  ____________________      

  (b) Total Subsistence    b
 

Transportation and Miscellaneous   
Description Amount Description Amount   c

Registration, if not paid by university  Parking  Total (a+b+c)   
Airfare  Bus       Maximum Travel  
Personal Car  Taxi    
First 500 miles_____ miles at   Car Rental    
Next 2500 miles_____ miles at   Road Tolls  

     Authorization       _________ 
      
     Less Registration 
     paid by university  ________   

Over 3000 miles_____ miles at   Other (specify)        Max payable to claimant   
  Other (specify)    
  (c) Total Trans & Misc.    

 

Cash Advance issued 
 

Amount owed University 
(Attach check payable to BSU. 

Do not send cash) 
  Certification: I certify that the expenses on this voucher were incurred while in 

University travel status and are allowable expenses in accordance with University 
Travel Regulations.  

Amount payable to traveler 
  

     
Traveler 
Signature  Date     

      

     
Department 
Signature  Date   Accounting signature/date  
 
Form B-111 Approved by the State Board of Accounts for Ball State University, 1991, Revised 1992, 1993, 2001, 2004 

( ) ) (

http://www.bsu.edu/busaff/cgo/travel.htm

	Text1: 
	Text2: 
	Text3: 
	Text4: 
	Text5: 
	Text6: 
	Text7: 
	Text8: 
	Text9: 
	Text10: 
	Text11: 
	Text12: 
	Check Box17: Off
	Check Box18: Off
	Text19: 
	Text21: 
	Text22: 
	Text23: 
	Check Box24: Off
	Check Box25: Off
	Check Box26: Off
	Check Box27: Off
	Text28: 
	Text29: 
	Text30: 
	Text32: 
	Text33: 
	Check Box34: Off
	Check Box35: Off
	Check Box36: Off
	Check Box37: Off
	Text38: 
	Text39: 
	Text40: 
	Text41: 
	Text43: 
	Check Box45: Off
	Check Box46: Off
	Check Box47: Off
	Check Box48: Off
	Text49: 
	Text50: 
	Text51: 
	Text52: 
	Text53: 
	Text54: 
	Check Box56: Off
	Check Box57: Off
	Check Box58: Off
	Check Box59: Off
	Text60: 
	Text61: 
	Text62: 
	Text63: 
	Text64: 
	Text65: 
	Check Box66: Off
	Check Box67: Off
	Check Box68: Off
	Check Box69: Off
	Text70: 
	Text71: 
	Text72: 
	Text73: 
	Text74: 
	Text75: 
	Check Box76: Off
	Check Box77: Off
	Check Box78: Off
	Check Box79: Off
	Text80: 
	Text81: 
	Text82: 
	Text83: 
	Text84: 
	Text85: 
	Check Box86: Off
	Check Box87: Off
	Check Box88: Off
	Check Box89: Off
	Text90: 
	Text91: 
	Text92: 
	Text93: 
	Text94: 
	Text95: 
	Check Box96: Off
	Check Box97: Off
	Check Box98: Off
	Check Box99: Off
	Text100: 
	Text101: 
	Text102: 
	Text103: 
	Text104: 
	Text105: 
	Check Box106: Off
	Check Box107: Off
	Check Box108: Off
	Check Box109: Off
	Text110: 
	Text111: 
	Text112: 
	Text113: 
	Text114: 
	Text115: 
	Check Box116: Off
	Check Box117: Off
	Check Box118: Off
	Check Box119: Off
	Text120: 
	Text121: 
	Text122: 
	Text123: 
	Text124: 
	Text125: 
	Check Box126: Off
	Check Box127: Off
	Check Box128: Off
	Check Box129: Off
	Text130: 
	Text131: 
	Text133: 
	Text135: 
	Check Box136: Off
	Check Box137: Off
	Check Box138: Off
	Check Box139: Off
	Text140: 
	Text141: 
	Text142: 0
	Text143: 0
	Check Box144: Off
	Check Box145: Off
	Check Box147: Off
	Check Box148: Off
	Text36: 0
	Text37: 0
	Text45: 0
	Text55: 
	Text56: $0.40
	Text46: 
	Text57: $0.20
	Text59: 
	Text66: $0.10
	Text67: 0
	Text97: 0
	Text96: 
	Text106: 
	Text107: 
	Text108: 
	Text109: 
	Text116: 
	Text98: BSU TRAVEL MANUAL 
	Text99: 
	Text13: 
	Text15: 
	Text16: 
	Text14: 
	Text20: 
	Text132: 
	Text17: 
	Text34: 
	Text24: 0
	Text27: 0
	Text48: 
	Text58: 0
	Text68: 
	Text69: 
	Text76: 
	Text77: 
	Text78: 
	Text86: 
	Text79: 
	Text18: 6.50
	Text26: 6.50
	Text35: 12.00
	Text31: 
	Text42: 
	Text134: 
	Text25: 
	Text146: 
	Text47: 
	Text87: 
	Text88: 
	Text89: 0
	Text44: 0


