MARS Form – Travel Voucher Continuation

07/20/99

Travel Voucher Continuation

MARS-35 is the continuation sheet used for the same purposes as MARS-34.

FIELD 
DESCRIPTION

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.

Traveler ID                     [Vendor ID No. -Vendor Suffix]
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.

Date
Enter the current date.

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

Month/Day
Enter the month and the day on which travel occurred.  Make a separate entry for each day.

Time of Departure/ Return
Enter the time of departure and return, specifying A.M. or P.M.

Location
Enter the cities of origin (from) and destination (to).

Private Auto Mileage
Enter the miles driven on this date in the employee’s vehicle.

Tolls and/or Parking
Enter the amount paid for tolls and/or parking on this date, if applicable.

Lodging
Enter the cost of lodging for the day referenced in #39, if applicable.

Subsistence
Enter the total amount due per meal on this date, if applicable. (See back of travel document for amounts.)

Purpose
Write in the purpose of the trip.

Totals
Enter the sum of Tolls and/or Parking, Lodging, and Subsistence for this date.

Totals for This Page
Enter the sum of all the daily expenses listed in these columns.   
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