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Travel Summary Sheet 
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Traveler’s Name &

Social Security Number



Address to send reimbursement

Phone & Fax 1

Travel to Event
City, State of where travel started
(Usually Home or Office) 2



Time and date travel began

(please include am or pm)
If private vehicle used to get to airport,
Total miles driven 3



Cost of transportation to airport
(taxi, bus, etc. if applicable)



Cost of airline tickets



Expenses During Event



Location of Event 4



Date of arrival



Cost of transportation from airport to hotel



Lodging cost per night



Cost of rental car, if applicable
(list all gas, tolls and parking costs 
individually under “Other Expenses”)



Cost of transportation hotel to airport



List any dates for which travel is not
supported by SAIC (such as personal
time; provide start/stop dates and times)



Return Travel
Cost of transportation from airport to home
(taxi, bus, etc. if applicable)



If private vehicle was parked at home
airport, cost of long term parking



If private vehicle used to get from airport,
Total miles driven 3



City, State of where travel ended
(Usually home or office) 2



Time and date travel ended

(please include am or pm)
Other Expenses/Explanations 5


























No reimbursement will be made for expenses of $25.00 or more unless accompanied by a receipt.  Receipts for lesser expenses, however, should be submitted if available.
Airline ticket receipts are required and must be returned with this form.  For paper tickets, return the last stub of the ticket (marked Passenger Receipt) which shows the price.  For electronic tickets provided by SAIC Travel, return the final itinerary provided by SAIC Travel.  For electronic tickets not provided by SAIC Travel, obtain a receipt from the airlines.

The Project Office will calculate meal per diem owed based on the time and dates of travel and the per diem rates for the travel location(s).  Do not submit meal receipts.

Return completed Travel Summary Sheet and all receipts to:


SAIC


Project Support Office


One Enterprise Parkway, Suite 300


Hampton, VA  23666-5845
1 Fax number must be included so that completed expense report can be faxed to you for signature.
2 Refers to the city from which SAIC sponsored travel actually began or ended (usually the city of your home or office).  If only a part of your trip is sponsored by SAIC, this would be the point at which SAIC sponsorship begins. For such situations, contact the SAIC Project Support Office for clarification
3 List one way mileage if you parked at the airport.  List round trip mileage if someone dropped you off and returned home.
4 If travel involves overnight stops at more than one location, please break the blanks under “Expenses During Event” section into columns and complete the information for each stop.  Do not list cities where you were only awaiting a connecting flight unless you stayed in a hotel.  Also, do not include any locations that you visited solely as part of personal travel. 
5 Use this space to claim expenses not covered above and to explain any unusual circumstances or to otherwise clarify expenses claimed.  Other expenses could include business phone calls, taxi fares not already listed above, gas for rental car, tolls, parking fees, etc.  A receipt, such as charges shown on hotel bill, is required for all business calls claimed; other expenses require receipt if $25.00 or more.
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