UNIVERSITY OF VIRGINIA

PHYSICS DEPARTMENT

TRAVEL REIMBURSEMENT WORKSHEET

	RETURN WORSHEET TO ROOM 112A

Gwen Thompson
924-3798

382 McCormick Road

	TRAVELER INFORMATION

	Name (Last, First M.I.)

Work Phone Number

Home Street Address Line 1

Home Street Address Line 2

Home City, State, Zip

E-mail address

Social Security Number

State Employee (Y/N)
	

	
	

	
	

	
	

	
	

	
	
	@virgina.edu
	

	
	

	
	

	TRIP INFORMATION
	

	Departure Date
	
	TIME
	
	

	Return Date
	
	TIME
	
	

	Name of Meeting/Conference
	

	Purpose of Trip
	
	
	

	Destination/s (City, State/Country)
	

	Receipts required except for M&IE/Per Diem, mileage and tolls under $5.00.

	Public Transportation (airfare, bus, train)

Car rental or motor pool (include gasoline costs incurred)

Personal Car Mileage (only enter amount of miles)

Registration fees

Parking, Tolls

Business phone calls, faxes

Misc. (please explain) 
	

	
	

	
	

	
	

	
	

	
	

	
	

	RATE

# OF DAYS

Per diem

*Lodging 1st location                     

*Meals and Incidentals Per Diem

**If amount is less than State/Foreign Per Diem allowed state rate.
	

	
	# Of days

	
	

	RATE

# OF DAYS

Per diem

*Lodging 2nd location

*Meals and Incidentals Per Diem

**If amount is less than State/Foreign Per Diem allowed state rate.
	

	
	# Of days

	
	

	Account Code
	5-27641
	                              TOTAL:

	*Per Diem=State/Foreign Guidelines

Processor will automatically enter Per Diem rate allowed by the State of Virginia, unless traveler requests less.

DEPARTURED AND RETURN DAYS ARE 75% OF PER DIEM.


CHECK LIST FOR NEEDED DOCUMENTATONS
· STATE FUNDED TRAVEL:
YOU ARE REQUIRED TO FILL OUT A PRE-APPROVAL FORM AND HAVE IT SIGNED BY THE DEPARTMENT CHAIRMAN BEFORE YOUR DEPARTURE.

· PUBLIC TRANSPORTATION:

YOU MUST FLY US CARRIER FOR FOREIGN TRAVEL.

ORIGINAL TICKETS, BOARDING PASS AND ITINERARY ARE REQUIRED.

· RECEIPTS:  ORIGINAL RECEIPTS ARE REQUIRED FOR ALL EXPENSES FOR REIMBURSEMENT.
