Travel Expense Reimbursement Form

Dates of Travel: __________

Provide a brief statement regarding the purpose of your trip:

_________
Travel (including airfare, car rental, parking, shuttles, taxis, buses) 

Flight itinerary must have a method of payment. If flight was paid for by a third party, you must provide an itinerary.

In case of mileage, traveler must provide MapQuest from starting location to final destination. In case a flight is less than the cost of mileage, the amount of a flight and shuttle will be reimbursed instead. 
_________________________________________________________________

_________________________________________________________________

_________
Accommodation (does not include phone calls, internet access, or other incidental expenses). Include itemized hotel receipt along with method of payment.
For foreign travel, indicate whether Per Diem is preferred and what those days are. 
__________________________________________________________________________________________________________________________________
_________
Meals (in-state, out-state) there is a $64 meal cap per day with itemized receipts only. For foreign travel, indicate whether Per Diem is preferred and what those days are. 

__________________________________________________________________________________________________________________________________
_________
Registration If any registration fees were paid, submit a receipt along with method of payment. 

_________________________________________________________________
_________
Funding Please indicate what funds you would like to use to cover these expenses.

_________________________________________________________________
_________
Additional Information


_________________________________________________________________


_________________________________________________________________
*Submit this Completed form with all original receipts and other required documents. 
