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Instructions:				


List activity, location and total # of miles driven.


If traveled by personal car, enter mileage cost.


Travel (plane, train, auto, taxi, shuttle; include parking and tolls).


Meals (include tips).


Lodging (include tips).  If meals are listed on lodging bill, do not list under meals column.


Other (phone, copies, supplies and postage).


Total each day and each column.


Enter Object Code total next to each Object Code listed on the right side of the statement.


Enter statement grand total in the shaded box.
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Affix ID label here or print clearly below





Name:________________________________ Vol. ID#:_________________________





Address:__________________________________ City:________________________





State:________ Zip:______________ Title:___________________________________


						( Check if this is a new address


Phone:____________________________ 	( Check if this is a seasonal address						     Effective Date____________________








Complete The Accounting Code:





1000-33520000-(Object Code)-600100-ua60□□□














Object Code Descriptions:





5852   Driver Safety Program Course


5853   Training Workshop 


5854   Mentoring & Instruction


5855   Publicity & Promotion


5856   Meetings other than workshops


5857   Administration 


5858   Recognition 


5860   Miscellaneous





CERTIFICATION:  I certify that this statement, amounts claimed and the attached original receipts represent necessary expenses incurred by me while engaged in AARP Driver Safety Program business.





Signature/Date











Supervisor Signature/ID#/Date
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