TRAVEL Reimbursement Form

ORIGINAL RECEIPTS REQUIRED

The Student Activities Office should have been consulted prior to the expenditure to make sure no mandatory contracts or vendors were required. Not following proper procedures may result in you not being reimbursed.

Recipient

Date 


Address 

Organization  


City/State/Zip

Student ID


Telephone

Recipient E-mail 


If recipient is not a student, list their SSN:



Were you a presenter, panelist, or speaker?      Yes   or   No

If yes, attach the agenda/letter showing your participation or acceptance as one of the above.

Conference/Meeting/Tournament/Competition


City/State 

Dates of trip 


Registration 

$

Hotel 

$

                  Receipt must be itemized showing room rate and tax

Rental Car 

$



Must be authorized driver and use contract rental car

Taxi/Shuttle 

$

Parking Fees 

$



Must be authorized driver



Other Expenses 

$


Total
$


(An officer must determine amount of allowable reimbursement) Limited to
$

Organizations are funded by segregated university fees and these funds cannot be used for academic, personal, political, commercial gain, or other purposes not authorized by UW-System policy.

By signing this form you are acknowledging your funds were used for conference/event listed above.

Officer Approval Signature 

Date 

(NOT the person being reimbursed)

Print Officer Name 

E-mail 

List Attendees Below (For hotel reimbursements, group the names of students by room):

You Must Attach:  ___ Justification
___ Brochure/Agenda from conference/meeting
___ Itemized Receipts

Revised 7/29/09

Forms\Finance\ 2009Revisions\TRAVEL Reimbursement Form


