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 TRAVEL WORKSHEET 

Name: _______________________________________________________   Phone: ( ________ ) ______-__________ 

Off Season Email Address: ________________________________________     Off Season Phone: ( ________ ) ______-__________ 

Purpose of Travel:  _________________________________________  

Dates of Travel:  from ______ / ______ / ______ to ______ / ______ / ______ 

EXPENSES CLAIMED METHOD OF PAYMENT 
EXPENSE 

CATEGORY 
GOVERNMENT 
CHARGE CARD 

PERSONAL 
FUNDS USED 

Departure Airfare *** 

Baggage Fees ** 

Lodging ** 

Laundry

RETURN AIRFARE 
PAID BY

**  Receipts required for all charges made. Your travel will not be processed without required receipts. 
***  eInvoice Ticket receipt required for all BLM paid airline travel.

POV Mileage, to and from incident:  

Please complete travel on reverse side. 

Taxi/Uber/Lyft Fare(s) **

Parking Fees **

Rental Car **

Rental Car Fuel **

Agent Fee:

POV Mileage, In and Around:      ________ miles/day x ________ days = _______ miles

Comments:  Comments are required for special circumstances. If another agency provided transportation, indicate type of transportation, to 
and from locations, etc. Also include if another agency paid for any transportation. These comments are important to ensure your travel is 
approved without issues. 

_________________________________________________________________________________________________________________

_________________________________________________________________________________________________________________

_________________________________________________________________________________________________________________

_________________________________________________________________________________________________________________

miles (1 way) = _________    OR    ________ miles x 2 = _________ miles round trip 

N/A

N/A

N/A

USFS FWS

BIA SoA

NPS FEMA

BLM***
N/A

N/A

NERV

Ticket:

Other 

Ticket: Agent Fee:

Select Agency, if not BLM:



B L D

MISC. ITEMS 
CLAIMED CHARGE CODE/INCIDENT #

Check the boxes under meals if they were agency provided. Complete charge code (LLAK9F5000.LF2000000.HU0000.LFSPxxxx0000.20X).
This document is not uploaded in Concur. This is for office/admin use only.

LODGING 
COST 

(without taxes)

ARRIVAL/
OVERNIGHT 
CITY/STATE

DEPART 
CITY/STATE

DATE(S) LODGING 
TYPE

MEALS PROVIDED

CAMP   HOTEL DAY OFF 
(laundry, baggage, 
luggage cart, etc.) 

fireuser
Pencil
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