
Voucher Drop Off Form 
*You WILL be contacted to sign the voucher” 

Name: __________________________ 
Today’s Date:____________ 
Date of Departure:______________ 
Date of Return:__________________ 
Receipts?  Yes___  No_______(Itemized lodging, rental, gas, etc.) 

In Around Mileage Form YES_____N/A____ 
Airline Itinerary w/fee YES_____ 
Contact phone number:_______________ 
Government Travel Card _____Yes_____No 
Processed by Date_____________________ 
(PROCESSED DATE APPROX. 10 DAYS FROM SUBMISSION OF ALL RECEIPTS AND NO UNFORSEEN DELAYS) 
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