
`

DuPage County Employee Overnight
Business Travel Expense Reimbursement

Request
This expense form is used to request advance approval for County reimbursement of overnight travel expenses. 
 Advance approval is required for County reimbursement for all overnight travel whether in-state or out-of-state. 
 After travel is completed, a separate Overnight Business Travel Report Form must be completed and submitted 
to receive reimbursement for travel expenses.

Elected Officials subject to 50 ILCS 150/15 should not use this Overnight Business Travel Request Form. 
Applicable form for Elected Officials subject to 50 ILCS 150/15.

Do not use this form for travel that does not include an overnight stay.  Advance approval is not required for 
travel that does not include an overnight stay.

Written documentation is not required for approval prior to travel. However, complete itemized documentation is 
required for reimbursement after travel.

Please review the County’s Business Travel Expense Policy before completing this form.

The County’s Business Travel Expense Policy : ["Yes"]
Employee Name: 
Employee Email Address: @dupagecounty.gov
Department: Community Services
Supervisor Email: Gina.Strafford@dupagecounty.gov
Secondary Department Contact (Department Admin or Accounts Payable):

Description of the Requested Business Travel

Description of conference, training or other out of town event: National Human Services Data Consortium 
(NHSDC) conference in New Orleans, LA that brings Federal Partners, HMIS System Administrators, direct 
service providers, and persons with lived experience together to learn about data uses and collaborations across 
the Country as well as Federal updates as it pertains to HMIS. Related costs are grant funded. 
Start date of conference, training or other out of town event: 04-28-2025
End date of conference, training or other out of town event: 04-30-2025
Departure travel date: 04-27-2025
Return travel date: 05-01-2025
If travel dates extend before or after the dates related to the purpose of travel, explain why the additional 
travel days are necessary: Arriving the day before and planning to leave the day after the conference to ensure 
that I don't miss any portion of the conference.

Estimate of costs for the requested business travel

Budget Account Code: 5000-1470
Registration fees for conference, training or event: $750
Form of Payment: Employee reimbursement

http://inside.dupageco.org/Finance/DocumentsForms/Overnight%20Travel%20and%20Expense%20Report%20as%20of%2001-01-2024.xls
https://dupagecounty-ktgfp.formstack.com/forms/businesstravelform_eo
https://www.dupagecounty.gov/Auditor/Documents/%20Auditor's%20Transparency%20Portal/County%20Policies/Business%20Travel%20Expense%20Policy%20-%20Final.pdf




Signature on file




