
REIMBURSEMENT FORM HELPFUL HINTS 
  
1. HOTEL 

      Please be advised that hotel checks are issued in advance for your convenience.  However, we must 

still obtain all documentation to complete our files and satisfy our auditors.  This means that you must 

bring back a detail hotel receipt after your trip (not just a receipt that shows a check payment--it must 

show each night’s charges).  You must bring back this receipt even when lodging is prepaid, and even 

if you are not going to ask for any more reimbursement on a reimbursement form. 

 

     This means that you may not be able to take advantage of the “express checkout” that most hotels offer, 

unless you get a detail hotel receipt. 

 

2. Airfare 

      If you are traveling by air, you must bring back a receipt.  The receipt is usually part of the packet that 

the boarding pass is in (not the travel agency invoice). 

 

3. Meals 

     You do not need a receipt to be reimbursed for meals.  Meals are claimed on the travel reimbursement 

form and are reimbursed at the following rates: 

 

     Departure             Return  Meal          In   Out 

     Time  Time           State  State 

     Before 6:30 am After 11 am Breakfast      8.00           10.00 

     Before 11:00 am After 1:30 pm Lunch        10.00           15.00 

     Before 5:15 pm After 8:30 pm Dinner        17.00           25.00 

 

      Be sure and put the time of departure from the College and time of arrival back at the College in the 

appropriate columns on the reimbursement form (this determines which meals are reimbursable). 

 

      Attach a copy of the agenda to any travel reimbursement claims for meals.  Do not claim for meals 

provided as part of the registration fee. 

 

4. Other 

An agenda is required to be attached to all Travel Request forms submitted. 

 

Receipts for all other reimbursement claims (cab fare, parking, etc.) must be attached to the travel 

reimbursement form in order for you to be reimbursed. 

 

      If you took a personal vehicle, please be sure and fill in the beginning and ending odometer reading at 

the top right of the reimbursement form and indicate whether or not a College vehicle was available. 

You will not be reimbursed if you use a personal vehicle when a College vehicle is available. 

 

      Be sure and put the 5-digit organization number on the reimbursement form (must have available 

travel budget). 

 

     Call Cheryl Allen-Lint at Ext. 294 if you have any other questions. 
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