WORKSHEET D
GROUND TRANSPORTATION

INTRA-STATE CAR RENTAL*
Pick-up Date:       
Return Date:       
Pick up Location:       
Drop Off Location:       
	Vendor
	Car Rate (price list)
	Total Cost (no. of days x rate)

	     
	     
	     

	     
	     
	     


*Employee should use hotel/airport shuttle whenever possible. Refer to PL Contract No. 12-14
OUT-OF-STATE CAR RENTAL*

 (Minimum 2 quotes required)

Pick-up Date:       
Return Date:      
Pick Up Location:       
Drop Off Location:       
	Vendor
	Car Rate
	Date of Quotation
	Total Cost

	 FORMCHECKBOX 

	     
	     
	     
	     

	 FORMCHECKBOX 

	     
	     
	     
	     

	 FORMCHECKBOX 

	     
	     
	     
	     


*Employee should use hotel/airport shuttle whenever possible. The pCard may not be used for out-of-state car rentals.
	Justification for other than compact car (intra or out-of-state travel):
     



OTHER GROUND TRANSPORTATION COSTS

	
	Description
	Cost

	 FORMCHECKBOX 

	Taxi
	     
	     

	 FORMCHECKBOX 

	Airport/Hotel Shuttle
	     
	     

	 FORMCHECKBOX 

	Parking
	     
	     

	 FORMCHECKBOX 

	Other (i.e. subway, bus, rail, metro, etc.)
	
	Specify:       
	     

	Total Estimated Cost
	     


Traveler:       
Prepared by:      
Date:      
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