STATE OF ALABAMA
Statement of Official Qut of State Travel

Finance Contro! & Accounts General
Department/Agency Code Number Division Funds
John Q. Traveler RXOCAX-HAXK Montgomery
Name of Traveler Sacial Security Number Official Station or Base
100 Neighborhood Street, Anytown, AL 36123 Attend National Conference of State Government
Address of Traveler (including street, city, state, and zip code) Purpose of Travel
The mileage and subsistence expense indicated in this expense account has been previously authorized and | Hereby Certify That the Withis@ccount in the Amountof  $1,776.00 is correct. due. and unpaid
has been checked for compliance.
APPROVE Signajure of Payee
Sworn to and subscribed befare me this __ A1
Departmental
4.
. Notary Public
RECAPITULATION OF EXPENSES v U
Travel Expenses Amount Emergency and Necessary Expenses Incurred in Connection with Travel Amount
Commercial Transportation (incl rental car/gas) 0400-02 3656.80( Total other expenses such as postage, fax, telephone, parking, baggage,
Mileage. private car 0400-01 $22 20| handling, tolls, conference registration, etc $624 00
Meals and lodging 0400-03 $473.00
SUBTOTAL TRAVEL EXPENSES $1,152.00 GRAND TOTAL TRAVEL EXPENSES $1,776 00
ITEMIZED STATEMENT OF NECESSARY TRAVELING EXPENSES INCURRED FOR PERIOD 8/1/2011 TO 8/7/2011
Points of Travel Necessary Expense &
H f
Date Dour ° PT'Va‘e Car Commercial SUBSISTENCE Total ) Total Meals | Conference Registration
epart/ Miles / Fare Lodging .
mmiafyy From To Return Description Fare Amount Breakiast Lunch s r“ Meals & Lodging Detail A
City/State City/State Y uppe etai mount
84112011 Montgomery, AL Washington, DC 6:00 AM 20.00 Registration 500 00
Airline 576.80 5.53 L 12.59 20.45 39.57 11000 149.57 |Skycap 100
Taxi 20.00 Bellhop 1.00
8/2/2011 Washington, OC Taxi 20.00 7.65 10.78 19,85 3808 110.00 148.08 |Housekeeper 200
8/3/2011 Washington, OC Taxi 20.00 545 14 35 2267 42.47 110.00 152.47 |Housekeeper | . 2.00
8/4/2011 Washington, DC 9.64 1324 22.88 22 88
8/5/2011 Personal
8/6/2011 Personal
8/7/2011 Washington, DC Montgomery. AL 6.00 PM Taxi 2000 Bellhop 100
20.00 Skycap 100
Aurport Parking 16.00
TOTALS 4[7 40.00 656 BOL 29 27J 50 96 62.77 143‘0W 33000{ 473.00 L 624 00




FRMS-5

[ 02/2011
- STATE OF ALABAMA
REQUEST FOR QUT-OF-STATE TRAVEL
DEPARTMENT OF FINANCE Date 6/1/2011
Dear Governor BENTLEY
Reguest IS respectfully made for authorization of travel for the purpose of attending
(Agenda Attached ) Conference Meeting I::I Job Spe(:|{ic|::| Training D NATIONAL CONFERENCE OF STATE
GOVERNMENT In the city of WASHINGTON DC UNITED STATES
State of Caountry
Home Base City ANYTOWN, AL Work Base City MONTGOMERY, AL
Date & Time of Departure/Return MONDAY 8/1/2011 600 AM . SUNDAY 8/7/20%1 6.00 PM
day date e day date tume
Date & Time of Business Participation MONDAY 8/1/2011 600 AM - THURSDAY 8/4/2011 2:00 PM
day date hme day date ume
Date & Time of Personal Travel THURSDAY 8/4/12011 2:00 PM - SUNDAY 8/7/2011 6:00 PM
day date tirng day date tme

! will personally pay for the above expenses while on personal time. | will receive no reimbursement ~
from any egntity and will record the time as an leave.

Sign. A Approved
mployes Direcior
ESTIMATED COST
Mode of Transportation:
Car  From Montgomery To. Airport Roundtrip Mileage 40
Motorpool D # of days " $15 + Mileage (* $0 35) 3
Passenger [:]Agency Vehicie D Gas 3 3
Personal (explandnon) Mileage 40 (" $0.555) 3 22.20
Alr From Montgomery To: Washington, DC Carrier Deita
Ticket $ 576.80 Bags $ Parking $ 16.00 Extras $ 3 592 80
Car Rental [:I Car Company #of Days: _ 3 -
Taxi $ 80.00  Shuttle $ Other $ (explanation) 3 80.00
Lodging {Specity hotel): The Palms Hotel
# of Nights 3 @3 100.00 +15% tax $ 345.00 + Parking $ Extras $ $ 345 00
Meals: # of Meals (not counting those provided) 4 Breakfast @ $10 _4  Lunch@$15 _ 3 Dinner @ $25 3 175 00
Conference & Registration fees Early Bird Date: 7/31/2011 Deadline Date: 8/1/2011 3 600.00
Other expenses (explanation) $ -
GRAND TOTAL 3 1.815.00

EXPENSES WILL BE PAID FROM:

State Funds 100 %  Name: General Funds Federal Funds % Name:

Other %  Name

Employee X Non-Ermployee Board Member Guest Approved
Signature @ . J& _} // Approved
Traveler / Date / /L
y - — ) / B
Name John Q. Traveler Approved e { ,{/, @J,(._a ," / ‘

{Please type or print)




| RECEIPT ' - ' Nox
[ Payee Name: National Conference of State | | me e T e
| Government Payer Néme: John Q. Traveler \
| Address: 123 Main Street | éddregs;. IIOO Neughborhood Street ‘
| C'D"_SI ;_IP_Coge Washmgton DC_ ) ity, ZIP Code: Anytown, AL 36123 I
| DATE DESCRIPTION " AMOUNT '
__________ e e = W S o]
) | | )
’ 08/01/2011 | Registration for 2011 Annual Conference ' 600.00 :
| |
e s L IR |
| | SUBTOTAL | 600.00 |
\ . TAX |
|
| TOTAL 600.00 |
| RECEIPT 12:05 PM ]‘ NO. 1 ;
IR B e
| Payee Name: RESTAURANT 1 Payer Name: l
Address: 1 MAIN STREET | Address: |
| City, ST ZIP Code: WASHINGTON DC | City, ST ZIP Code: |
e T SN S -
| DATE | DESCRIPTION AMOUNT ‘\
——— —_—
| )
| 08/01/2011 | HAMBURGER FRIES AND DRINK ' 10.00 |
| l l l
| e IS~ S
| i TAX I 1. 00
e S - S~ . Ryl R il |
| \ TIP | 1.59 l
‘ | \ TOTAL | 12.59 |
' RECEIPT—7 :30 PM | NO.2
i s L RN e USRSy~ SR i SSRE=E =S
| Payee Name: RESTAURANT 2 | Payer Name:
Address: 201 DAY STREET | Address:
| City, ST ZIP Code: Washington DC | City, ST ZIP Code:
- —
| DATE | DESCRIPTION ' AMOUNT
f———— — — — —l ————————— — —_—— — _ —I - _ —a
l |
| 08/01/2011 | STEAK, POTATO, AND TEA 16.00 |
!
* R SV
| TAX | 1.57
: | TIP 2.88 |
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| RECEIPT } NO. 1

] Payee Name: ABC Taxi Service

I Address:
| City, ST ZIP Code:

Payer Name: Passenger
Address:
City, ST ZIP Code:

_______________________________________ _{
DATE | DESCRIPTION | AMOUNT l
o e S
\ l
| 08/01/2011 : Taxi from Airport to Hotel : 20.00 |
l ‘ \ |
| e e e e T e l
‘ ‘L SUBTOTAL 20.00 |
‘ | TAX | l
| f I |
l | TOTAL 20.00



{Scan this barcode at a Delta Self-Service Kiosk to access your

Your Receipt and Itinerary . cvaion)

John Q. Traveler
100 Neighborhood Street
Anytown, AL 36123

Thank you for choosing Delta. We encourage you to review this information before your trip. If
you need to contact Delta or check on your flight information, go to delta.com, call 800-221-1212
or call the number on the back of your SkyMiles® card.

Now, managing your travel plans just got easier. You can exchange, reissue and refund
electronic tickets at delta.com. Take control and make changes to your itineraries at
delta.com/itineraries.

Speed through the airport. Check-in

) . ~-» Check-in
online for your flight.
Flight Information
ELTA CONEIRMATION #: SZEUOE
#: 00623541160¢
1ght f e
| I 7
1 L'y o
I oy 1L L I
M L T 184 L2l L v
4
DEI L WAS
g 7 A +
ELT 4 U Y
3 f
Tope 4 o L
Check your flight information online at deita.com or call the Delta Flightline at 800-325- Key to Terms
1999, # - Arrival date different than

departure date



Baggage and check-in requirements vary by airport and airline. so please check with the

operating carrier on your ticket.

Please review Delta's check-tn Reguirements and baggage guidelines for details.

You must be checked in and at the gate at least 15 minutes before your scheduled
departure time for travel inside the United States.
You must be checked in and at the gate at least 45 minutes before your scheduled

departure time for international travel.

For tips on flying safely with laptops. cell phones. and other battery-powered devices,

please visit http://SafeTravel.dot.qov.

Do you have comments about our service? Please email us to share them with us.

Passenger information

Billing Details

Receipt Information

o
r

** - See Seats on delta.com
" - Muiti meals

*S$ - Multiple seats
AR - Arrives

B - Breakfast

C - Bagels/Beverages
D - Dinner

F - Food available for
purchase

L - Lunch

LV - Departs

M- Mowvie

R - Refreshments -
Complimentary

S - Snack

T - Cold meal

V - Snacks for Sale

Note: When using certain vouchers to purchase tickets, remaining credits may not be refunded.
Additional charges and/or credits may apply and are displayed in the sections below.

This ticket is non-refundable uniess issued at a fully refundable fare. Any change to your itinerary
may require payment of a change fee and increased fare. Failure to appear for any flight without
notice to Delta will result in cancellation of your remaining reservation.

Detailed Tax Information

Total Tax: 80.05 USD

Ticketing Details



Scan this barcode at a Delta Self-Service Kiosk to access your reservation.

Save money when you
book your next car or
hotel at delta.com.

Up to 40% off and

Hotel Search by

earn 100 miles per
day, {200 miles
per day for
Medallion
members).

ADELTA Hertz

Conditions of Cafriaée

Hilton Worldwide.

Up to 25,000
bonus miles. Plus,
no annual fee for

first year. Apply
Now.

Air transportation on Delta and the Delta Connection carriers® is subject to Delta's conditions of
carriage. They include terms governing, for example:

s Limits on our liability for personal injury or death of passengers, and for loss, damage or

delay of goods and baggage.

» Claim restrictions, including time periods within which you must file a claim or bring an

action against us

# QOurrght to change terms of the contract

e Check-in requirements and other rules establishing when we may refuse carriage

» Ourrights and limits of our liability for delay or failure to perform service, including
schedule changes, substitution of alternative air carriers or aircraft, and rerouting

« Our policy on overbooking flights, and your rights if we deny you boarding due to an

oversold flight

These terms are incorporated by reference into our contract with you. You may view these

conditions of carriage on delta.com, or by requesting a copy from Delta.

You have received this e-mail because you elected to receive your Electronic Ticket receipt sent to you via e-mail. If you would

like to take advantage of other Delta e-mail programs featuring special fares, promotions, information and flight updates. please

visit: delta com/emailprograms or delta.cominotifications.

COPYRIGHT INFORMATION This email message and its contents are copyrighted and are proprietary products of Delta Air
Lines. Inc. - Delta Bivd. P.O. Box 20706 - Atlanta, GA 30320-6001. Any unauthorized use, reproduction, or transfer of this
message or its contents. in any medwum, is strictly prohibited.

This is a post only email. Please do not respond to this message



Meal Reimbursement Form - Out-of-State Travel

__Date | Amount Paid_Jill Receipt
8/1/2011 Monday 6.00 AM Muggs Coffee 6.53
8/2/2011 Tuesday 7:00 AM McDonalds 7.65
8/3/2011 Wednesday 6:30 AM Ihop 545
8/4/2011 Thursday 8.:00 AM Cracker Barrel 9.64

LUDHODUono I

Meal Statement:

| certify that the meal reimbursement requested above is for actual expenses incurred by the approved
traveler on official State of Alabama travel.

Employee Signature/Date



Name and Address

Traveler, John Q
100 Neighborhood Street
Anytown, AL 36123

The Palms Hotel

100 East State Street * Washington, DC 12345

Phone (123) 456-7890 * Fax (987) 654-3210

www.thepalmshotel.com

Confirmation 83328989 Room 1301
Arrival Date 8/1/2011
Date 8/4/2011 Departure Date 8/4/2011
Adult/Child Jan-00
Room Rate 110

DATE DESCRIPTION CHARGES PAYMENTS BALANCE
8/1/2011|GUEST ROOM 100.00 100.00
RM-CITY TAX 5.00 105.00
RM-STATE TAX 5.00 110.00
8/2/2011|GUEST ROOM 100.00 210.00
RM-CITY TAX 5.00 215.00
RM-STATE TAX 5.00 220.00
8/3/2011|{GUEST ROOM 100.00 320.00
RM-CITY TAX 5.00 325.00
RM-STATE TAX 5.00 330.00
BALANCE DUE 330.00
PAYMENT SETTLED ON MC *5744 330.00 0.00

Thank you for your business
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RECEIPT - ‘ NO.2 __<]
Payee Name: ABC Taxi Service Payer Name: Passenger ‘
Address: Address: |
City, ST ZIP Code: City, ST ZIP Code: !
B e — -— :
DATE DESCRIPTION AMOUNT |
08/02/2011 Taxi from Hotel to Convention Center 20.00
R SUBTOTAL 20.00
TAX |
TOTAL 20.00
RECEIPT 12:45 PM |_NO 3 _|
Payee Name: RESTAURANT 3 | Payer Name:
Address: 806 STAR STREET ‘ Address:
City, ST ZIP Code: WASHINGTON, DC | City, ST ZIP Code:
e —— — ! — —— e e R - e
DATE l DESCRIPTION | AMOUNT |
T | - ' | |
08/02/2011 ‘ FISH TACOS, CHIPS AND SALSA, WATER 8.50 |
‘ (== = . S T = _|
L T SUBFOFAL .78
S R . — 1 <‘
| | Lo F¢ 1.50
‘ f |
| TOTAL 10.78
- S e . .
' RECEET BE PM_ - | NO. 4 |
| Payee Name: RESTAURANT 1 | Payer Name: |
| Address: 1 MAIN STREET Address: |
City, ST ZIP Code: WASHINGTON DC | City, ST ZIP Code: I
'I_ e B i SR — — = | - S —y — — —S— —— — CH
’_DAE - |_[1ESCRIPTION AMOUNT |
| 08/02/2011 | GRILLED CHICKEN, PASTA SALAD AND LEMONADE 16.00 ‘
|_&_ - T 165 |
It S
| TIP 2.00 |
B | TOTAL |



Augws% 4 A0/

| RECEIPT 1:13 PM NO. 7

| Payee Name: RESTAURANT 1 Payer Name:

Address: 1 MAIN STREET | Address:
| City, ST ZIP Code: WASHINGTON DC | City, ST ZIP Code:
| DATE ' DESCRIPTION | AMOUNT
| |
08/04/2011 } CHICKEN FINGER BASKET WITH TEA AND PIE 10.00
’ ) TAX | 1.24 |
} TIP } 2.00 |
1 l il

| TOTAL 13.24
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. RECEIPT | NO. 3
\ Payee Name: ABC TAXI SERVICE Payer Name: PASSENGER ~
} Address: Address:
: i T :
| Cty,_ ST ZIP Code: - - CIt‘/,_S ZIP Coﬁde B 7 ‘
DATE l DESCRIPTION AMOUNT [
T [ e = o - T
08/07/2011 TAXI FROM HOTEL TO AIRPORT 20.00
| I RN
'> SUBTOTAL 20.00
l TAX |
TOTAL 20.00
[ (R e e W S 8
lRECEIPT— - TNo.z _l
— — e -— -— - S — — Sa— — ——— o — e L S — —\
Payee Name: Montgomery Regional Airport Payer Name:
Address: | Address: |
‘ City, ST ZIP Code: l City, ST ZIP Code:
e = o o —— — = = |
| DATE l DESCRIPTION AMOUNT l
Srem e . e e . s ]
| 08/07/2011 \ Airport parking for August 1, 2011-August 7, 2011 28.00
$4.00 per day |
] |
‘ | SUBTOTAL 28.00 |
| . TAX ’ |
| ﬁ TOTAL | 28. 00

6(&% pww\ai (1a.co)

.‘Co oo



COWNMoney

A Service of CNN, Fortune & Money
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http:

‘moneyv.con.com/pt’features/liststip
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How much to tip

If you ask 10 people now much to tp 1n 3 given situation, you'll get several
answers and a slew of hot-hieaded opinions about the "right” thing to do.

To help start your next debate, here's a quick guide to customary gratuities for
various services. The guide 15 provided by the Emily Post [nstitute. Those with
passionate views about how much to tip the pizza-delivery guy, please see the inforrmation in the
footnote provided by two other sources.

(For a look at the real/ reasans we tip and whether tipping has anything to do with the gualty of
service we receive, click here.)

RESTAURANTS/BARS

15% of bilt (excl. tax) for adequate service; 20% for very good service;

Waiter/waitress:
/ no less than 10% for poor service

. . often gets a cut of table server's tip; so Lip your server extra to reward

Headwaiter/captain: P L gl:table sarvers e sotip.vo toirewa
captam, or tip captain separately

Sommelier, or wine steward: 15% of cost of the bottle

5% to 20% e 3 5¢ : .
Bartender: 15% to 20% of the tab, with a mimimum of 50 cents per soft drink, $1
per alcoholic drink
Coatroom attendant: $1 per coat

Parking valet or garage

attendant: $2 to bring your car to you

Washroom attendant: S0 cents to §1

DAILY LIFE

Varies depending on locality. Assume 15% will be enough; an extra $1

Taxi driver: to $2 for help with bags

of the bill (excl. tax), at least $1 for bills up to $10. Should tip

H -k
food delivery person: a-20% far a difficult delivery.

1

Check with store policy if tips are accepted. If so, $1 for bringing bags

Grocery loader: to car; $1.50 to %3 «f you have more than 3 bags.

15% to 20%, muinimum %1, for a haircut. For ather services (shampoo,

Barber: shave or manicure) tp $1 to $2 to service provider.

Hairdresser: Ll):hrs:l:u;c (It 1s now acceptable to ttp owner, unless he or she says
Shampoo person: 52

Manicurist: 15%

Spa service (e.g., massage): 15% to 20%. If service 1s provided by owner, no tip.

Staff at coffee/food retailers

with tip jars: No tp required. It's coinipletely optional.

Handyman: No tip
Gas attendant: No tip

* Mike Lynn, associate professor of consumer behavior at the Cornell Hotel School suggests tipping pizza
delivery folk a munimum of $.2 per pizza. His reasoning: Food delivery can be dangerous if delivering to
crime-ridden neighborhoods or driving in bad weather, etc. The Web site www.tipthepizzaguy.com suggests
the following: 15% for normal service, with a $2 minumum; 20% for excellent service; 10% or less for poor
service; at least 10% for orders of $50 or morée. Don't assume a delivery charge, if there 1s one, goes to the
pizza dehverer. Ask the person who takes your order.

TRAVEL
Skycap at %1 per bag if you check-in curbside; $2 per bag it skycap takes bags to check-in
airport: counter.

Hotel doorman: $1 per bag for heip with luggage; $1 per person for hailing a cab

$1 per bag for bringing lugaage to your room (but a $2 cunimum if you have just one

Hotel bellhop: bag)

Hotel

&C#
housekeeper: $2t0 57 per night

. $5 for getting you tickets or reservations ($10-plus if they're hard to get). No tip

Hotel concierge: N =
required when you ask tor directions.

Cruise: Varies. Ask cruise hne about customary gratuities

Saurce Emsly Fost Insiitute
° Addibional source Tippine

Small Business

regisior
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