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    CSB/SJU/OSB Travel Expense Reimbursement Form 
 
Name ______________________________________ 
 
Department _________________________________ 
 

Employee ID Number ___________________ 
 

 
Travel date/s _______________ to________________ 
 
Meeting site City/State _________________________ 
 

Purpose of travel ________________________________________________________________________ 
 

*****ATTACH ALL ORIGINAL RECEIPTS****                                                                                              
FOREIGN TRANSACTIONS INCLUDE BANK/CREDIT CARD STMT VERIFYING EXCHANGE TO U.S. CURRENCY 

 

Date      TOTALS 

Registration Fee       
Hotel/Lodging 
(attach original statement) 

           

Meals     Breakfast       
             Lunch       
             Dinner       

Airfare   
                   
                  Total air miles 

      

Rental Car       

Personal Car 
(miles x $.55 per mile) 

      

Complete personal car use mileage log on the back of this form. 

Taxi and other       
Parking       
Other (tips specify)       
 
                               Total Travel Expenses                          $___________________ 
                               Less expenses paid by CSB/SJU/OSB          $___________________ 
                               Net Amount Due Traveler                    $___________________ 
 
 
Check Payable to:  ____________________________________      Account #’s to be charged  
 
Legal Tax Address ____________________________________      $_________ acct #   _________-__________
 
                               ____________________________________      $ _________ acct #  _________-__________ 
 
                                                                                                             $ _________ acct #  _________-__________ 
Travelers Signature ____________________________________         Allow 6 business days for processing 
  
Dept Heads Signature __________________________________                 

Individuals are not to approve their own requests.  Requests cannot be processed without the appropriate signatures. 
 
CSB questions call Donna #5187 – SJU questions call Ginny #2995  - OSB questions call Laura #2888 



 
 

 

Personal Car Use Mileage Log 
Date From To Total Miles X $.55/mile 

     
     
     
     
     
     
     
     
     
     
     

Total     

 
 
 
Approx One-Way Mileages SJU CSB 
 Mpls/St. Paul Airport 90 85 
Augsburg College 80 75 
Bemidji State University 166 161 
Bethel College 80 75 
Carlton College 120 115 
Concordia College Moorhead 160 155 
Concordia University St Paul 85 80 
HHH Metrodome 80 77 
Fargo ND 161 156 
Grand Rapids MN 154 149 
Gustavus Adolphus College 136 131 
Hamline University 84 79 
Macalester College 85 80 
MN Southwest State Univ 130 125 
Rochester MN 183 178 
St Catherine’s 85 80 
St Cloud State 12 7 
St Marys University 271 266 
College of St Scholastica 222 217 
St Thomas University 77 72 
University of Minnesota 82 77 
Willmar 64 59 
Ames IA 290 285 
Des Moines IA 320 315 
University of Dubuque IA 395 390 
Luther College IA 235 230 
Mason City IA 215 210 
Eau Claire WI 336 331 
La Crosse WI 291 286 
Stevens Point WI 293 288 
Superior WI 219 215 
River Falls WI 114 109 
Chicago IL 486 481 
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