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DIRECTIONS FOR TRAVEL EXPENSE SHEET FORM

Please print your name

Print the address where you would like the travel check mailed,

- Please indicate the date(s) and time(s) and location from where you departed

from, and subsequently, the arrival time to your destination.

Please print the city/town you are traveling from. Shortest mileage to and from
destination will be used.

For the return trip, please print the city/town you are traveling from. Shortest
mileage to and from destination will be used.

Please check “No” in this section (indicates you did not/will not accept travel
awards.)

Sign your name in BLUE ink

Write in your title and date the form.,

Woebsite address to Federal Per Diem Rates: www.gsa.gov/ perdiem

Please send the signed, original form to:

Jay Charland

Oregon Dept. of Land Conservation and Development
635 Capitol Street, NE #150

Salem, OR 97301-2540

(503) 373-0050, ext, 253

Please call if you have any questions.
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