	[bookmark: Sheet1]Non-Overnight Travel Expense Log

	Student Name

Department Career Development Center; Micro-internships
	Cost Center
	Total Amount for Reimbursment

	
	4513061120
	

	
Student Signature	Date
	
Department Signature	Date

	
Date
	Leave
Time
	Arrive
Time
	
City
	
State
	
Actual Site
	Miles
Driven
	
$	Amount*
	Purpose of Travel with
Personal Vehicle

	8/20/2024
	1:00 PM
	1:45 PM
	Reading
	PA
	Reading SD Admin Bldg
	20
	$	14.00
	Micro-internship

	8/20/2024
	5:00 PM
	5:30 PM
	Reading
	PA
	Kutztown University
	20
	$	14.00
	Return from Micro-internship

	*To calculate the amount field, multiply miles driven with your personal vehicle by $0.70 per mile (Ex. 20 miles * $0.70 = $14.00)

	Sample Above

	
Date
	Leave
Time
	Arrive
Time
	
City
	
State
	
Actual Site
	Miles
Driven
	
$	Amount
	Purpose of Travel with
Personal Vehicle
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