Robinson Center for Young Scholars
Travel Reimbursement Request

	Project and/or Budget #: 
	
	
	To be completed by person entering PO

	
	
	
	Date Rec’d__________________

	Does the traveler have a UW Travel Card?  FORMCHECKBOX 
Yes    FORMCHECKBOX 
 No
	PO#________________________

	
	Date Entered_________________

	Traveler Information:

	Name: 
	
	Phone #: 
	
	Mail Stop: 
	

	Home Address (city only):
	
	Official Work Station:
	

	

	Trip Information:

	Destination (city and state): 
	

	Purpose of this trip: 
	

	If a grant or contract funded this trip, how has the grant/project benefited?: 
	

	

	Full name of event (please, no acronyms), date(s) of event, and city where event took place:
	

	

	

	
	Date
	
	Time
	
	
	
	Date
	
	Time
	

	Departure:
	
	
	
	 FORMCHECKBOX 
 am    FORMCHECKBOX 
 pm
	
	Return:
	
	
	
	 FORMCHECKBOX 
 am    FORMCHECKBOX 
 pm

	Arrival at destination:
	
	
	
	 FORMCHECKBOX 
 am    FORMCHECKBOX 
 pm
	
	Arrival home:
	
	
	
	 FORMCHECKBOX 
 am    FORMCHECKBOX 
 pm

	

	If this trip included personal leave time, please record the dates & times of day you began & ended personal

	leave:
	

	

	Expenses:

	List expenses other than meals: Airfare, hotel, parking, taxi, business calls, conference registration, rental car, etc.  Original receipts are required for all expenses exceeding $50.00, including hotel folio (bill) and airline receipt that includes flight times. Also, please provide a copy of the meeting/event brochure and the registration form (even if reimbursement is not requested).

	Date
	Description
	Cost
	
	Date
	Description
	Cost

	
	
	
	
	
	
	​​​

	
	
	
	
	
	
	​​​

	
	
	​​​
	
	
	
	​​​

	
	
	​​​
	
	
	
	​​​

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	· Were any costs (i.e., meals) included in the registration fee?  If yes, please describe: 
	

	
	

	· If your hotel bill exceeds the maximum per diem rate for your location, you may be eligible to receive reimbursement for the actual amount.  Select condition (see reverse): 

 FORMCHECKBOX 
 Conference  FORMCHECKBOX 
 Lower overall cost  FORMCHECKBOX 
 Suite required  FORMCHECKBOX 
 special event or disaster  FORMCHECKBOX 
 ADA or safety/health

	· If you are claiming airfare and did not use the contract airline, select reason (see reverse): 
 FORMCHECKBOX 
 Cheaper airfare  FORMCHECKBOX 
 No timely flights  FORMCHECKBOX 
 No seats on contract flight  FORMCHECKBOX 
 No contract rate to destination

	Private automobile Mileage Reimbursement:

	From: 
	
	To: 
	
	# of miles: 
	

	Comments and Clarifications:

	

	

	Traveler’s signature:
	
	Date:
	
	

	This form should be attached to your receipts and filed with the TEV.


LODGING:

To view lodging rates, go to: http://www.washington.edu/admin/travel/contracts.html#meal.lodging.rates and select the link that corresponds with the dates of your travel.  

Conditions Under Which an Exemption up to 150% of the Maximum Per Diem Rate is Authorized 

Actual lodging expense over the lodging schedule up to the 150% allowance of the total per diem rate is allowed if one of these exceptions exists. This is applicable with both domestic and foreign allowance schedules. 
1. You attend a meeting, conference, or training session where you are expected to have business interaction with other participants in addition to scheduled events, and it is anticipated that maximum benefits will be achieved by authorizing you to stay at the lodging facility where it is held.

2. Lodging accommodations in the area of the temporary duty station are not available at or below the maximum lodging allowance, and the savings from staying at a less expensive but more distant location are consumed by increased transportation and other costs.

3. Your business requires you to have a suite or other quarters you would not normally need.

4. Costs in the area have increased for a brief period of time because of special events or disaster.

5. This is needed to comply with provisions of the Americans with Disabilities Act or when your safety and/or health as a traveler is at risk. 

150% Allowance

To determine the 150% allowance, add the total daily per diem allowance rates (lodging and meals) for the specific location. Multiply the allowance total by 150% which will equal the "150% allowance" for lodging that can be claimed when one of the five exceptions exists. Compare the "150% allowance" amount to the actual room rate only excluding taxes for domestic and non-foreign overseas areas.  For Foreign areas, Compare the "150% allowance" amount to the actual room rate including taxes.

Over the 150% Allowance
In rare circumstances, the actual lodging cost may exceed the 150% allowance. The University may reimburse the actual cost in excess of 150% allowance provided this condition applies:

· The traveler is required to attend a meeting, conference, convention, or training session where the travelers is expected to have business interaction with other participants in addition to scheduled events. It is anticipated that maximum benefit will be achieved by authorizing the traveler to stay at the lodging facilities where the meeting, conference, convention, or training session is held.

· Note: It is the responsibility of the department and the traveler to ensure that the above condition applies and that the benefits along with the state policy of "most economical" travel arrangements are considered. 

(http://www.washington.edu/admin/travel/lodging.html)

AIRFARE:

To view contract airlines, go to: http://www.washington.edu/admin/travel/contracts.html#airfare and select the link that corresponds with the dates of your travel.  Acceptable means of purchasing tickets include WA state contract travel agent or direct with airline, YOU MAY NOT PURCHASE TICKETS VIA NON-APPROVED ONLINE VENDORS (such as Expedia).
There are acceptable reasons for not using the contract fares:

1. You found a cheaper airfare.

2. The contract airline does not have a flight that meets your time needs.

3. There are no seats available on the flight you need.

4. There is no contract fare to the particular destination.

If you do not use the contract fares for one of the above reasons, be sure to indicate that reason on your TEV or you will be reimbursed up to the contract fare.
For complete information on travel policies and procedures at the University of Washington, please visit the Travel Office’s web site at http://www.washington.edu/admin/travel/.  If you have any questions, please consult Kim Lee (kctlee@uw.edu) BEFORE you travel.




Rev. 09/2011

