Department of Health Education & Promotion

Travel Reimbursement Checklist

Complete this checklist and include it with your travel reimbursement packet. If all necessary items are not turned in, the travel reimbursement packet will be returned to you for completion.

NAME:__________________________________________________


Date: _____________________

PURPOSE & DESTINATION OF TRIP: _____________________________________________________________________

_____ Attendee

_____ Exhibitor

_____ Presenter

_____ Program/Agenda/Itinerary: mark pages that show your information.

_____ Departure Date/Time: _____________________________________
_____ Return Date/Time: ________________________________________

_____ Mileage one way _________________________________________

($0.30/mile for personal vehicle. If you tried to reserve state car & one was not available, provide documentation to receive state rate of $0.51/mile)
_____ Airline itinerary

_____ Boarding passes

_____ Receipt for transportation to/from airport/hotel/conference location if applicable.

_____ Hotel receipt with $0.00 balance. If hotel bill shows more than 1 guest, must provide documentation of single room rate.

_____ Registration receipt

_____ No registration cost


_____ Registration cost included hotel stay – list nights: ______________________________________________



_____________________________________________________________________________________


_____ Registration cost included meals – list which meals/dates: _______________________________________

_____________________________________________________________________________________

_____ Part of trip covered by another department/business/etc. Must include copies of all usual items for reimbursement. List department/business: _______________________________________________________________
Comments/other expenses: __________________________________________________________________________________________________

______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

___________________________________________________

Traveler’s Signature/Date
8/4/11 wp








