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This document contains samples of required documents for travel

expenses (for non-Academic courses only).
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Airfare ltinerary

1 Southwests

Hi

Manage Flight | Flight Status | My Account

We're looking forward to flying together! It can't come soon enough. Below

you'll find your itinerary, important travel information, and trip receipt. See
you onboard soon!

FEBRUARY 26 - MARCH 1

SJC + SAN

San Jose, CA to San Diego

conirmation NN

TICKET #
EXPIRATION'
EST. POINTS EARNED

December 10, 2020
790

Rapid Rewards® points are only estimations.

Your itinerary

Con

firmation date: 12/10/2019

Est. Travel Time: 1h 20m  Wanna Get Away®

Flight 1: Wednesday, 02/26/2020
DEPARTS

FLIGHT

w00 | SUC 09:15pm

nee

ARRIVES

SAN 10:35ru 3

Get Away®

“ Flight 2: Sunday, 03/01/2020 = Est. Travel Time: 1h 30m  Wanna
DEPARTS ARRIVES
FLIGHT
52072 | SAN 12:55pm SJC 02:250m 3
SESETRRIEGTS SETREEEE

Payment information

Visa ending in R

Date: December 10, 2019
Payment Amount: $169.96

Departure & return location

Air - T

Base Fare 5 131.50

U.S. Transportation Tax 5 9.86

5 U.S. 9/11 Security Fee 5 11.20

U.S. Flight Segment Tax 3 8.40

U.S. Passenger Facility Chg $ 9.00

Total $ 169.96

Airfare itinerary must include:

1) Airline name
2) Passenger name
3)
4) Travel dates
5) Itemized fees
6) Payment made
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Hotel Receipt
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Hotel receipt must include:

1) Hotel name & location

2) Employee name

3) Arrival & departure dates
4) Itemized fees

5) Payment made
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Car Rental Receipt

Car rental receipt must include:

1) Vendor name

ﬁ 2) Employee name
|

3) Pick-up/drop-off dates and location
4) Itemized fees
5) Payment made
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Uber/Lyft Receipts

I _ 2 I Uber/Lyft receipt must include:

1) Vendor name
2) Employee name

3) Date of ride

4) Itemized Fees

5) Total Payment

6) Origin/destination

Base Fare £0.00

Time $15.47

Distance $13.32

Subtotal 528.79
|

Continues on the next page...

N

e
N

KAISER PERMANENTE.



NATIONAL

National Tuition Reimbursement Administration

Uber/Lyft Receipts
(continued)

Uber/Lyft receipt must include:

1) Vendor name

2) Employee name
3) Date of ride

4) Itemized Fees

5) Total Payment

6) Origin/destination

Jolla, CA 6

" 04:45pm
3225 N Harbeor Dr, San Diego,
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