
THE CITY OF BROCKTON 

TRAVEL EXPENSE VOUCHER 

NAME OF EMPLOYEE . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . DATE .................................. . 
(Type or Print) 

ADDRESS DEPARTMENT .......................................... . 

SOCIAL SECURITY# ....................................... PERIOD COVERED FROM ..............................TO............................ .. 

NOTE: See Reverse Side for Instructions and Regulations. NO FEDERAL TAXES WILL BE ALLOWED. 

DESCRIPTION ODOMETER 
• llemize by day and explain fully, including cities and towns 

Date 
visited. When listing privately.owned car mileage, report 
uncler "Remarks" the names, if any, of all other employee~ lkginnin~
lransportcd, together with the city or town and addrc\,c, 
between which they arc transported. 

TOTALS $ 

I i;Jm~ 

PRIVATE 
Auto Mileage Other 

Travel Total 
\lik, \1111111:11 Fares Hotel Meals ExpenseExpenses 

--·-------------

·-· 

I hereby certify under penalty of perjury that the items listed 
hereon were examined and are in conformity with the regulations. 
Payment is hereby authorized and is properly chargeable to the appro­
priation designated above. 

Signed 
Department Head or Authorized Agent 

I hereby certify under penalty of perjury that the above amounts as 
itemized are true and correct, and were incurred by me during necessary 
travel in the service of the City of Brockton. 

Signed 
Traveler 



INSTRUCTIONS AND REGULATIONS 
1. This form is to be used by city employees and officials for all traveling expenses 

incurred in the discharge of approved official city business, the nature of which 
should be stated in the space provided. 

2. The voucher should be prepared on a typewriter or in ink. 

3. Each item of expenditure should be shown under its proper heading or listed on 
a separate line with detailed information. The space under "Remarks" on the 
back of the voucher should be used freely to explain items, the nature of which 
is not clear. 

4. All charges should be for the exact amount expended or incurred and the exact 
mileage traveled on official business. 

5. Receipted bills should be submitted for hotel charges and items listed in the 
hotel column. 

6. Where railroad, plane, taxi, bus or electrics are used, list each fare on a separate 
line, stating in each case the city or town and address between which the trans­
portation occurred. 

C: 7. List separately each telephone and telegram charge, listing exchange called or 
<1> 
E place to which telegram was sent. 
t:: 
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8. The form should be totaled vertically and horizontally and the totals by theC: <1> 
~ Cl<1> 

"C 0 person to whom payable and approved by the head of the department or other 
z ~ ~ ct 

E 
authorized person. 

9. A special appropriation must be made for out-of-state travel expense. 

DATE OF REMARKSITEM 


