FOREIGN TRAVEL REPORT

NRLINST 4650.18E

NAME

TELEPHONE

INSTRUCTIONS:
The traveler should fill in all items and expenditures chronologically. The travel claim for reimbursement of travel expenses will be
prepared from this form; therefore, great care should be taken to list all items accurately. Upon return to duty, the traveler will submit
this completed form, along with the original and two certified copies of the travel orders, unused TR's or tickets, receipts, etc. to the
pertinent Administrative Officers. In reporting times, use the local time in use (either standard or daylight) in the 24-hour system. Use
the reverse side to explain delays, interruptions, unused TR's or tickets, foreign exchange rates, etc.

1. For travel by auto, enter the reading of the odometer in miles below the time.

2. The abbreviations in the Government-Furnished Quarters and Subsistence columns are as follows: CHG - charge;
NCHG - no charge.

3. Space is provided for reimbursable expenses. When reimbursable expenses are incurred in a foreign country, the
expense must be indicated in both U.S. and foreign currency.
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ITEMIZATION OF REIMBURSABLE EXPENSES

TYPE OF EXPENSE

DATE

AMOUNT

u.S.

FOREIGN

TYPE OF EXPENSE

DATE

AMOUNT

U.S.

FOREIGN

Remarks:

Explain in detail any leave taken or unnecessary delay:

DATE REPORT SUBMITTED

SIGNATURE OF TRAVELER
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