INSTRUCTIONS FOR COMPLETING NRC FORM 64B, OPTIONAL TRAVEL VOUCHERS (PART 2)

This is an optional form and is an attachment to NRC Form 64, (Part 1), in lieu of NRC Form 64A and can be typed or
handwritten using the instructions below. Ensure all copies are legible. Whenthis form is prepared, the traveler must
initial the change if an alteration is made to the "Grand Total". To correct an error, draw a line through the error and initial
the correction.

This "Expense Report" is used as a log to record the traveler's expenses on a daily basis. It is designed to allow entry for
up to 5 days travel expenses. Use additional forms if your travel exceeds 5 days or when a cost comparison is required.

Note: When travel is performed in one duty location for several consecutive days and reimbursement is under the
lodgings-plus per diem system, the traveler may record the first and last days of travel in separate columns (to
accommodate quarter-day computations for M&IE rate) and consolidate all interim days in one column.

Record each expense that applies to that day's travel. Upon completion of all daily expenses, show the cumulative totals
for each type of expense in the "Totals" column on the far right of the form.

A. Local Transportation to Common Carrier Terminal. E. Other Expenses. Use this space to list ATM

Complete the appropriate blocks for the transportation transaction fees and bank surcharges, communication
that the traveler used to get to a common carrier services, baggage, supplies, and other authorized
terminal and enter the total at "A. Total". miscellaneous expenses. Official local telephone calls
B. ltinerary may be summarized for the trip unless they exceed $75.
Depart: Enter date. : F. Local Transportation at Temporary Duty Station.
nter city and state of the departure Enter the amount paid for authorized car rental. Show
location. the amount for the day the caris turned in. A resceipt is
. not required unless the rental car cost exceeds $75.
Arrive: Enter date ; h
. : . Complete the appropriate blocks when transportation
Enter travel location for each day of travel. was by other than car rental. Local streetcar, bus and
C. Mileage. Use this space only if the traveler is subway charges; and parking meter fees may be
authorized a privately owned vehicle (POV) for the summarized for the trip unless the total for each
entire trip. Enter the number of miles traveled on a daily summarized item exceeds $75.

basis on the first line. Enter the authorized mileage rate G

for reimbursement and the resulting cost on line 2. Local Return Transportation to Office or Officlal .

Duty Station From Common Carrier Terminal.

D. Per Diem or Actual Subsistence. Complete the appropriate blocks for the transportation
the traveler used to return to the office or residence
Actual Lodging. Enter the actual amount paid for from a common carrier terminal. If costs for parking
lodging. A receipt is required. were incurred, include in this space.

Meals and Incidental Expenses. Enter the meals and Complete remaining "TOTALS" as noted on the form.
incidental rate (M&IE) for the locality. Use 3/4 of the . .
applicable M&IE rate for the first and last days of travel H. Attachments. (Staple to left side of Original Copy of

under lodgings plus per diem system, Page 1 of this form.)

Less Prepaid Meals/Lodging. Enter amounts to be 1. Passenger coupon copy of tickets that were used.
deducted for meals/lodging that were included in (Attach unused tickets or portions of unused
registration fees, tuition, furnished to the traveler at no tickets to the front of NRC Form 64 if they have not
cost, etc. been returned previously to the headquarters or

region travel office.) Do not attach boarding

State Specific Prepaid Meals (Breakfast, Lunch, passes or ticket folders.

Dinner) or Lodging. ldentify each item, and the
quantity of each, that is calculated in the deduction 2.

amount. Receipts are required for all lodgings. They are

also required for itemized cash expenses over $75
as specified in NRCMD 14.1, Exhibit 7.1.

Total Daily Per Diem NTE, Use this block if per diem
reimbursement was authorized. Enter the total of the
lodging and M&IE up to the authorized per diem for
each day.

Total Daily Actual Subsistence NTE. Use this block if
actual subsistence was authorized for lodgings plus the
applicable locality rate for M&IE. Enter the total of the
lodging and M&IE up to the authorized actual
subsistence amount. (If the actual subsistence
authorization included actual meals and incidental
expenses, use NRC Form 64A to claim travel expenses
or itemize the meals and incidental expenses such as
dry cleaning, coin-operated laundries, baggage
handlers, etc. in "Other Expenses".)

If the "Other Expenses" column is used for this
purpose, be sure to include the total at Item D. instead
of ltem E.



