
Date of
Expense Explanation of Expenses Travel

Transportation Mileage
Hotel Meals Misc. Total

Total

Departure date: Return date:

Total expenses above

Less:  Advance #:

Less:  Expenses directly billed to College

Total Return to College      OR

    Total due individual

Dept. account(s) to be charged:

I certify the above is a correct statement of expenses.

Signature: _______________________________________	 Date: ___________________________

Approved: _______________________________________	 Date: ___________________________
            Department Head or Chairperson

Due in Business Office:  Tuesday 4:30 p.m.
Attach all ORIGINAL receipts for transportation, hotel, meals, etc.

	 Name:	 College ID Number:
	 Purpose:	 Department:

FRANKLIN & MARSHALL COLLEGE
EXPENSE REPORT

* Contact Accounts Payable PRIOR TO payment for professional services and rental expenses due to IRS requirements.
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You have received an advance of funds for paym
ent of College-related expenses. This 

is really a loan w
hich m

ust be “repaid” by returning an expense report, all O
RIG

IN
A

L 
REC

EIPTS, and any unused funds to A
ccounts Payable in the Business O

ffice. A
dvances 

are to be used in situations w
here it is not possible to expend the m

oney from
 per-

sonal funds and obtain reim
bursem

ent.

A
ll advances m

ust be substantiated no later than 14 days after the expenses are 
incurred, and all unused funds returned to the College no later than 30 days after the 
expenses are incurred. W

e are req
uired

 by Fed
eral Incom

e Tax regulations to treat 
these p

aym
ents as incom

e to you if they are not cleared
 by exp

ense receip
ts.

W
hen planning a trip, Travel Tim

e should be the exclusive agency used by Franklin &
 

M
arshall College travelers. You m

ay contact the Business O
ffice or visit F&

M
’s W

ebsite 
(H

um
an Resources, Policies) for other travel expense policy inform

ation.


