


NOTE:  THIS FORM MUST BE SUBMITTED WITH EACH TRAVEL REQUEST.  PLEASE ATTACH ALL DOCUMENTATION. UPDATED DEC. 2017

NAME OF EMPLOYEE

PURPOSE, ORGANIZATION, CONFERENCE, ETC.

DESTINATION (CITY AND STATE)

DURATION OF TRIP DEPART PITTSBURGH

RETURN PITTSBURGH

LINK TO ADDITIONAL INFORMATION

1) REGISTRATION
450.00$              X 1 = 450.00$                

Fee # of Attendees

2) LODGING COST
3 X 223.00$              X 1 + 100.35$                    = 769.35$                

# of Days Daily Rate # of Travelers Tax
(If unknown, use 15%)

3) TRANSPORTATION

A) FLIGHT  462.00$              X 1 = 462.00$                
Round-Trip # of Travelers

50.00$                + 50.00$                      = 100.00$                
Cab, rideshare, or public transportation fare to and from airport, parking Pittsburgh Destination

50.00$                      = 50.00$                  
Cab, rideshare, or public transportation fare to and from training site, hotel parking, tolls

D) PERSONAL AUTOMOBILE X 0.58 = -$                      
Requires map with mileage from City-County Building Round Trip Mileage 2019 GSA rate, per mile

E) MOTOR POOL VEHICLE - Receipts Required = -$                      

F) OTHER - Description and Receipts Required = -$                      

4) MEALS
Travel Day 2 X 57.00$                = 114.00$                

Conference 2 X 76.00$                = 152.00$                

Sub-Total 2,097.35$             

6) CONTINGENCY 10% of Sub-Total = 209.74$                

TOTAL 2,307.09$             

September 4, 2019

T R A V E L   C O S T    C A L C U L A T I O N

Jeffrey Ruder, Housing Solicitor

John Marshall Law School Fair Housing Training

Chicago, IL

September 6, 2019

https://www.eventbrite.com/e/fair-housing-2019-new-challenges-or-more-of-the-same-tickets-625327

B) AIRPORT GROUND TRANSPORTATION - Reciepts Required

C) OTHER GROUND TRANSPORTATION - Reciepts Required

Type description here.

https://www.eventbrite.com/e/fair-housing-2019-new-challenges-or-more-of-the-same-tickets-62532715034
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