
Travel Expense Vouchers
Attached you will find a travel expense form for the reimbursement of expenses that you incurred on SERMACS business.  Please sign the form (on the Payee Signature line) and return in the pre-addressed envelope to

Dr. Sol Levine
Treasurer, SERMACS, Inc.
1307 Legacy Green Avenue
Wake Forest, NC 27587
Enclose your original receipts.  Back-up all reimbursement claims with receipts to facilitate reimbursement.  SERMACS does not have a per diem policy and is not obligated to reimburse expenses which are not accompanied by a receipt. 
The personal auto rate is 55 cents per mile.

Please complete the following sections:

Front of the Form:

· Date:  Record the date you prepared the form.

· To Payee:  Enter your name as it should appear on the check.

· Address: Enter the address to which the check should be mailed.

· Summary of Expenses: 

· Out-of-Pocket Expenses: Enter the total from the worksheet on the back of the sheet.

· Less Personal Expenses: Subtract any personal expenses you included on the worksheet.

· Balance Due: Enter the amount due to you in this box.  I will complete the Account Distribution section.

· Payee Signature: Sign the form.

· Leave the remainder of this side for me to complete.

Travel Expense Worksheet:  
Enter your expenses on the worksheet under the dates on which they were incurred.  Please explain any unusual expenses at the bottom of the form.  
If you have questions, please contact Sol Levine at naturpix@mindspring.com
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