Student/Non-Employee Request for Travel Reimbursement

PLEASE NOTE THAT AN AGENDA/SCHEDULE FROM THE EVENT YOU ATTENDED MUST BE ATTACHED FOR YOUR REIMBURSEMENT TO BE PROCESSED.
All original receipts/proof of payment must be attached.*Credit card statements are not receipts.
(Computer printouts are acceptable only if “charged to credit card #...” is on the printout.)
**If you are not a resident of the U.S., please include a copy of your passport and I-94, I-94W or a second form of picture ID.

TO:  Law School Financial Specialist, Lee Jankoski
	FROM:
	      COMMENTS   \* MERGEFORMAT 

 FILLIN   \* MERGEFORMAT 

 FILLIN   \* MERGEFORMAT 
	Date Submitted:
	     


	Fund / Account / Student Group to be Charged:
	     


Are you a payrolled employee?  Yes  FORMCHECKBOX 
        No  FORMCHECKBOX 

Are you a payrolled UW student?  Yes  FORMCHECKBOX 
      No  FORMCHECKBOX 

Please provide your social security #:

	     
	--
	     
	--
	     


Mailing address:
	Number, Street and Apt #:
	     

	City, State and Zip Code:  
	     


TRAVEL INFORMATION:

(Agenda/Informational Flyer stating dates, times and location is required for all travel)
	Destination
	Depart / Return Dates
	Purpose of Travel

	     
	     
	     


	Agenda/Flyer attached?
	Yes   FORMCHECKBOX 
           No   FORMCHECKBOX 
          N/A   FORMCHECKBOX 



	Airfare:
	$     


Flight itinerary attached (required)?   Yes  FORMCHECKBOX 
        No  FORMCHECKBOX 
           Receipt attached?   Yes  FORMCHECKBOX 
        No  FORMCHECKBOX 

Was airfare prepaid by the Law School?    Yes  FORMCHECKBOX 
      No  FORMCHECKBOX 

	Driving mileage:
	     
	miles




Lodging:  
(must have receipt(s))
	Check In Date
	Check Out Date
	Name of Hotel/City
	At Conference Site?
	Cost
	Receipt Attached?

	Ex. 9/17
	9/20
	DoubleTree / Madison
	No
	$300
	Yes

	     

	     

	     

	     

	     

	     


	     

	     

	     

	     

	     

	     



Other Transportation (taxis, buses, National rental car, etc):

(must have receipt(s))
	Date
	Mode of Transportation
(i.e. taxi, bus, etc.)
	From ____ to _____ 
	Cost
	Receipt Attached?

	Ex.  9/17/07
	Taxi
	From hotel to conference
	$35
	Yes

	     

	     

	     

	     

	     


	     

	     

	     

	     

	     


	     

	     

	     

	     

	     



	     

	     

	     

	     

	     



Additional/miscellaneous expenses (internet use, parking, etc.):
(must have receipts)

*Permissible expenses only include those that are necessary to complete official UW business. 
Non-refundable costs include alcoholic beverages, sightseeing tours, personal phone calls, etc.  
A complete list of non-refundable costs can be found at:  http://www.bussvc.wisc.edu/acct/policy/travel/non-reimbursable.html
	Date
	Expense incurred and justification…
	Cost
	Receipt attached?

	Ex. 9/17
	Internet use
	$9.95
	Yes

	     

	     

	     

	     


	     

	     

	     

	     


	     

	     

	     

	     


	     

	     

	     

	     


	     

	     

	     

	     



FINAL CHECKLIST:

Original receipts for all purchases attached?   FORMCHECKBOX 
Yes         FORMCHECKBOX 
No
Agenda / Informational Flyer attached?   FORMCHECKBOX 
Yes         FORMCHECKBOX 
No
Travel Information:

All travel information can be found at: http://www.bussvc.wisc.edu/acct/travel/welcome.html


Lodging policy and rates can be found at: http://www.bussvc.wisc.edu/acct/policy/travel/lodging.html
CONTINUATION PAGE (if needed):
	Name & Trip Destination:   
	     


Lodging:

(must have receipt(s))

	Check In Date
	Check Out Date
	Name of Hotel/City
	At Conference Site?
	Cost
	Receipt Attached?

	Ex. 9/17
	9/20
	DoubleTree / Madison
	No
	$300
	Yes

	     

	     

	     

	     

	     

	     


	     

	     

	     

	     

	     

	     



Other Transportation (taxis, buses, National rental car, etc):

(must have receipt(s))

	Date
	Mode of Transportation

(i.e. taxi, bus, etc.)
	From ____ to _____ 
	Cost
	Receipt Attached?

	Ex.  9/17/07
	Taxi
	From hotel to conference
	$35
	Yes

	     

	     

	     

	     

	     


	     

	     

	     

	     

	     


	     

	     

	     

	     

	     


	     

	     

	     

	     

	     



Other additional/miscellaneous expenses (internet use, parking, etc.):

(must have receipts)
	Date
	Expense incurred and justification…
	Cost
	Receipt attached?

	Ex. 9/17
	Internet use
	$9.95
	Yes

	     

	     

	     

	     


	     

	     

	     

	     


	     

	     

	     

	     


	     

	     

	     

	     



Continued…








