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Total -$               -$            -$                        

Travel Narrative:

Federal/State 

Amount
Match

Section C - Budget Worksheet & Narrative
3).  Travel (2 CFR 200.474 )-- Travel should include: origin and destination, estimated costs and type of transportation, number of travelers, related lodging and per diem costs, brief description of the travel involved, its 

purpose, and explanation of how the proposed travel is necessary for successful completion of the project.  In training projects, travel and meals for trainees should be listed separately.  Show the number of trainees and 

unit cost involved.  Identify the location of travel, if known; or if unknown, indicate "location to be determined."  Indicate source of Travel Policies applied, Applicant or State of Illinois Travel Regulations. NOTE:  

Dollars requested in the travel category should be for staff travel only. Travel for consultants should be shown in the contractual category along with the consultant’s fee. Travel for training participants, advisory 

committees, review panels and etc., should be itemized the same way as indicated above and placed in the “Miscellaneous” category. 

Column G ("Basis") defines the quantity being measured. For example, if your expense is two nights in a hotel, the basis is "Nights." If the expense is 300 miles, the basis is "Miles." 

Note: Please see ICJIA Specific Instructions tab for additional information for completing this section.

Purpose of Travel 

(brief description)
Location Total Cost 

Computation 

Section C3 - Travel

SAMPLE




