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   TRAVEL TIPS 
 

Tip sheet for WKU Foundation Travel Expense Voucher  
 
The WKUF Travel Expense Voucher is similar to the WKU Travel Voucher. This travel voucher is only to be 
used with WKU Foundation account numbers.  

 
• Split payment travel vouchers must be prepared on the university travel voucher.  
• There is a mail or pick-up area in the top right hand corner. Please type an X for the one you want us to 

do. If it is a pick-up, please make sure there is phone number in the campus phone number box.  
• We pay by receipts only. (Tolls, lodging, food, gas, etc. ) 

 
 

Employee meal 
receipts that are 
solely for the 
employee are to 
be entered in 
these boxes 
 
 
Employees who 
entertain guests 
are to put receipt 
totals in these 
boxes 

WKU Foundation allows .49/mile 


