MARS Form – Travel Voucher, page two

07/14/99

MARS 34B

Travel Voucher

 page two
FIELD 
DESCRIPTION

Date
Enter the current date.

Agency
Enter three-digit agency number.

Document Number
Pre-printed eight-character document number.  Enter the complete Document ID on each continuation page corresponding to the original document.

Out-of-State Authorization Number
Enter the Authorization Number from DOA-28, Request for Authorization for Out-of State Travel.  This is optional for the agency to use for tracking purposes.

Page1 of____
Enter the consecutive number this page represents, e.g., Page 1, Page 2 of 4, Page 3 of 6, etc.

Traveler ID
Enter the nine-digit social security number or Federal ID number of the traveler.  This number is checked against the Vendor File to determine if the traveler is eligible for travel reimbursement. Enter the applicable two-digit vendor suffix number that identifies multiple mailing addresses for a single vendor, if necessary.   

Traveler Name
Enter the name of the traveler submitting this expense report.  Name should appear as it appears on traveler’s personnel record.

OTHER EXPENSES


Date: Month/Day
Enter the month and the day the other expenses were incurred.

Item of Expense
Enter the type of expense incurred (airfare, bus fare, subway, etc.).  Attach receipts for expenses over $10.

Explanation
Give a brief description of the expense.

Amount
Enter the amount of expense per item.

Total
Enter the sum of the amounts.  Enter this figure in field #56 on the front of MARS-34.

Special Transportation Justification
Enter statement pertaining to 200 KAR 2:006, Section 5(6)(a) to justify travel approval in the Transportation Cabinet

Statewide Accounting Services – Forms Manual

Page 1 of 1

