CHS Department
Travel Reimbursement Template
	Traveler: 
	 
	
	

	
	
	
	

	Budget (FAU) to be charged:
	
	

	
	 
	
	

	
	
	
	

	Business justification for trip:
	
	

	
	(text)

	
	
	
	

	Items to be reimbursed:

	Date
	Item
	$ amount
	Receipt? (Y/N)

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	NOTES: 

--Tape all small receipts to the front of 8-1/2" x 11" sheets of paper.

	 --Hotel receipts must be itemized and show a zero balance.

	 --Meals for each travel day, including meals shown on hotel or registration bills, must not exceed the daily meal limit.

	 --Registration fee receipts must include the full name of the organization and event, traveler’s name, and proof of payment.

	 --Entertainment reimbursements (e.g., food) must include a list of all attendees with their affiliations and an itemized receipt.

	 --Meals for a trip of less than 24 hours will be reimbursed only if the trip included an overnight stay.

	 --A traveler should not pay for any other traveler's expenses.

	 --There is no per diem for domestic travel.  Only actual hotel and meal expenses are reimbursed.

	See https://www.travel.ucla.edu/payment-reimbursement and "Accounting Requirements for Common Requests" for more instructions.
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