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e J)UDFWLRQDO GD\ WUDYHO WULSY OHVV WKDQ
e 7ULS EHJLQV DW RU EHIRUH
e 7ULS EHJLQV DW RU EHIRUH

KRXUV
DP D @G HOJNI B \DW PROU B HWAHAD L P H
SP DQA®OKYGWVDWERUFODULARHG SP

e | WKH IUDFWLRQDO GD\ LQFOXGHY DQ RYHUQLJKW VWD\

PHDO RU ORGJLQJ H[SHQVHYV PD\ EH FODLPHG RU UHLPEXUVHG

GDWH RU GXULQIRRQ\KWRXHQSHULRG

e« (PSOR\HHV PD\ QRW FODLP OXQFIE RUWWIFR\GHQWDOV RQ RQH

V. Transportation (Non-Per Diem Direct Pay Expense and/or Reimbursable Expense)

A. Air / Rail Travel: 7KHP S OR BXH F K DAVKINLLF NcHW VD Q/@X EPLR/WHLPEXUVBIWHQW

DQH[SHQWVEBDKBRQ FRPSOHWLQJDWHKMX WAHDYW QE R Z HS/RAW V LEDWH J

HFRQRPRDRARKWFSIUDGEMKY¥K DV DQ\WLPH

IDUHV E XNURWM REX LLMVID/BAO H C

DQHPSORYHNKWWSJUDIGWNG R QHW KHPSOR\HHIMQ WHD JJDBKD U FDAEH

UHLPEXVUXHBGHT XWHRY WW UZSWKKWXEPLVRIBRFHLEVEY R\HMHWH [ S HF WMRG

s3VKRBHQQ@GYDQPRK EH VHQSWMALYH

7UDYHO IBHVQ®RWH L P E X JMPDEHRWY @ HG HP R Q V WAJKOIMWWWME DOY HHORD W i WRD\OW

LVOHWKDDQYDLODEOH

5HYLVHG

3D J 16
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3. 5HQWRDU YKWR XGDBW KBH \BW R P R WLIRIE@® GRHRWD QG LVFRXQWYV

4. *DVROIRUHQMIXY HWHLPEXUMDMVEKRSHRF XPHQWDIMWHR®W DO
DIUHHRPHQWLUBRBEWHLSW V

5 7TKHLVWWIPWQV XUDRBHKLFOH@WRGLVWBHXY¥WOHKHUHIRKHILWR
UHLPEXUMRPEQXW B REFHK DWYWSHIVRW F DUWH QMRBON U D FW

6. (PSOR\DHMQFRXUWRNSG' LV WULRWU R W3SJ DOWMIHVOK KB YLD UHQWHIGLFOH

E. Parking and Related Fees

1. OHWHREB®RW KHW NIHPR DWRBR W H L P E X UAMCHIOHHF H DSV R Y L GBISSD D W
RIDFRQIHUFQ@BHP HF HDSW \VQ ROV O\ K B WiH ¥ R X DIE R Q V L GRHRUYHH® M® U W
RW KLHD F L G HDQDVOIRA D Q F H

2. Airport / Rail Station Parking: 3DUNLIQHMROHD YRQHP SORMNSH UV RYQHDIOL B WK H
DLUSRUW MD IWUBRKL P E X UDAMY REKHK W W OVWH R Q NI LOCRIVD WA/ KA U DLYWHR@ Q
H[WHQ&HGLIRW L PIHQD L U SIRUIKWWIWARO HWRKPHP SO R\IKRPWHWMUHLP EXUMWEGH
VKX VWWROW HWK B Q UNERMW

3. Related Fees: 7R (EQJL GDE 8 W KIHUO DWHNEU B H L P E X UMDERRHIVSW RY LA B G
UHFHLBRBURYLBHE[SHQYRX EHFRQVLGEHDWREXQGRFXPH@WHGH QWD
H[SHQVHYV

F. Post Travel:

5HYLVHG 3DJH
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*

Process Flowchart:

VI. Personnel Considerations

A. Leave of Absence: : KHQDOHDRIEVH QRABIQNLQGVDNEH\Q@ HP SORYZHKH BN UDYHO
V W D W XN D FEVD \B B & R XRUG H S D UDVQXWHHWW B G W K DECHB K R ZROQV KBIHLPEXUVHP HQ
FODLRH[SHQRMMQN L GBI O O RRMIG P O H DRBIE VH @ D W X V

B. Salary-Status: $QHP SORDDHW KR W.RHEW BFR Q | HU HPFRIQ VL GWEHE QUHJIXOD U
V W DMRYAKGHX U D RWRFEER Q IHUH QF H

'LV U H JIRWGY W WILFDE/RIGLUAH J X O D VQ 8 QR F H GXQ G TRAW HIHFHIE DB V XLaW
GLVFLSDEWDR®Q

C. Overtime: 2Y HUW.INPREH U P LXVNOHH YU H DXAAK RU@IGIYGED @ MM MK KDQFH BORMKH LU
GHVLJQHH

5HYLVHG 3DJHB
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VIl. Not Reimbursable:
(PSOR\WHKOIRBWHJHLPEXIRWHKG IROORZLQJ

A. OLOMRQGURWKARUMNRFDWRHRK®BP SOR\SHUW RMD/Q G HIRN KHV B U WHRIVE K H
ZRUGD W KHP SORLNUHH T X WRAGDRYG@BQ V VEX VEW HY ¢ HW R/ L QUDXWWIROW K RW K H
ZR UNR F DWK B/® H

5HYLVHG 3DJP



