Use account code 70285 for same day travel. If you elect to claim less than the established per
diem rates, please note that on your voucher.

2.1.3 Out-of-state Travel Reimbursement

Dependingon the location of the trip, it may be necessary to travel the day before the
meeting/conference or to remain at the meetingsite the night the meetingends. Ifthatis the
case, reimbursement will be made for lodging and meal coststhe day before and/or the night
the meetingends. As a generalrule, the University will not reimbursetravel earlier than the
day before or the day after a meeting/conference.

For overnight trips out of state, you will be reimbursed for actual cost of meals, including tips,
up to $34 per day without receipts. If actual expenses exceed $34 per day, you can be
reimbursed up to $S60 per day with itemized receipts for the entire $60. (70270)

Lodging is reimbursed at the actual single room rate, and an itemized receipt is required.
Reimbursable lodging expenses include:

e Singleroomrate with applicable lodging taxes

e Documented businesstelephone calls, including person called, purpose and cost of the
call

e Luggagestorage and appropriatetipsfor services

e Parking

e |Internetservice

e Faxcharges, including person who received the communication and the purpose and
cost of the communication

Non-reimbursablelodging expenses include:

e In-roomon-demand movie or game rental

e Alcoholic beveragesinanyform

e Exerciseroom fees

e Recreational charges such as golf, tennis, ski lift tickets, etc.

e lLaundryanddry cleaning

e Personalphonecalls

e Costincurred forfailure to cancel hotel reservations unless authorization or approval
has been received beforehand

e Room service meals (meals charged to the room must be broken out separately from
the lodging costs and claimed underthe $34/560 actual meal cost reimbursement)
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