TRAVEL REIMBURSEMENT 
Return this form and ORIGINAL receipts to Room 38 in the College of Education.
** EFFECTIVE JANUARY 1, 2006 ANY REIMBURSEMENT NOT COMPLETED WITHIN 60 DAYS WILL BE REPORTED AS TAXABLE INCOME **           
……………………………………………………………………………………………………………………………………..  
Foreign National:  FORMCHECKBOX 

 U of I Employee:  FORMCHECKBOX 

Non-Employee:  FORMCHECKBOX 
        UIN# 











Required
NAME





           Campus Mailing Address:


……………………………………………………………………………………………………..………………………………
TRAVEL: In State:  FORMCHECKBOX 
   Out-of-State:  FORMCHECKBOX 
   Intl:  FORMCHECKBOX 
  (For foreign travel complete itinerary is needed for per diem calculation)

MODE OF TRAVEL: Univ Car  FORMCHECKBOX 
  Personal Car   FORMCHECKBOX 
  Air  FORMCHECKBOX 
    Train  FORMCHECKBOX 
            
(Rental Car: should be approved in advance by department – if not, please give justification for rental.)
Reason for Travel: 
Departed City/State:
       



Departure Date/Time: 



Destination City:

Arrival back (to headquarters/point of origin) Date/Time:



Times are used to determine your per diem for meals.   Please use the time you left from home and returned.
Mileage: Home to airport (round trip):

        miles 
If driving to destination, mileage driven from home to destination (round trip):

 miles          …………………………………………………………………………………………………………………………...............
RECEIPTS: All receipts must show that they have been paid in full and the method of payment (Such as showing a zero balance and ‘xxxxxxxx 1234’). If receipt does not show this, please attach your charge receipt and bank/credit card statement showing charge was paid.  
HOTEL BILL: Submit receipt showing paid/zero balance with method of payment. Proof of conference hotel must be attached to your reimbursement information such as brochure, web listing, pamphlets or registration booklet.
AIRLINE PASSENGER RECEIPT: Submit this receipt showing paid/zero balance with method of payment 
RENTAL CAR RECEIPT:  Submit the receipt for rental car – University does not reimburse for insurance.

REGISTRATION FEE RECEIPT: (if applicable) Submit this receipt showing paid/zero balance with method of payment
AWARD LETTER: (if applicable) Submit copy of award letter(s).
CONFERENCE ACCEPTANCE LETTER: (if applicable) Submit copy of letter or printed email notification

TRAVEL ADVANCE:   FORMCHECKBOX 
 Yes  FORMCHECKBOX 
  No 
Amount received before travel: $________________

FOOD RECEIPTS: Not necessary if claiming per diem. Per diem calculator: http://apps.obfs.uillinois.edu/perdiem/dsp_index.cfm
For per diem – please indicate by check marks which meals were provided at the conference.
	
	Sun
	Mon
	Tues
	Wed
	Thurs
	Fri
	Sat

	Breakfast
	
	
	
	
	
	
	

	Lunch
	
	
	
	
	
	
	

	Dinner
	
	
	
	
	
	
	


Miscellaneous Receipts: Receipts for amounts over $10 are required. Example: meals, taxi, shuttle airport parking fees, toll charges, bridge fees, storage, baggage handling, other tips. (Faculty: To be reimbursed for a business luncheon or dinner you must have an itemized bill for the food/drink – no exceptions)
