Request for Travel Reimbursement
	If you are a faculty member using FISC funds and are over your yearly allotment, please get Dean Klug’s approval before submitting for reimbursement…



	Signature of Dean Klug:
(if applicable)
	Date Signed by Dean Klug:


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

 FILLIN   \* MERGEFORMAT 
	Date Submitted:
	     


(An agenda/informational flyer stating dates, times, and location is required for all travel)
	Destination
	Depart / Return Dates
	Purpose of Travel

	     
	     
	     


	Agenda/Informational Flyer attached:
	Yes   FORMCHECKBOX 
           No   FORMCHECKBOX 
          N/A   FORMCHECKBOX 



	Fund/Account to be Charged:
	     


	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


Meals:

*Please indicate the amount spent per meal or…
*If per diem is requested, please mark with an X or…
*If the hotel or conference supplied a meal, please mark “PROVIDED”
	MEALS:
	
	Cost, per diem or provided

	Date
	Location
	Breakfast
	Lunch
	Dinner

	Ex.  7/17
	Berlin, Germany
	$8.56
	X
	PROVIDED

	     

	     

	     

	     

	     


	     

	     

	     

	     

	     


	     

	     

	     

	     

	     


	     

	     

	     

	     

	     


	     

	     

	     

	     

	     


	     

	     

	     

	     

	     


	     

	     

	     

	     

	     



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 – Needed to read papers to be discussed at conference
	$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


Per Diem policy and rates can be found at:  http://www.bussvc.wisc.edu/acct/policy/travel/meals.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:   
	     


	MEALS:
	
	Cost, per diem or provided

	Date
	Location
	Breakfast
	Lunch
	Dinner

	Ex.  7/17
	Berlin, Germany
	$8.56
	X
	PROVIDED

	     

	     

	     

	     

	     


	     

	     

	     

	     

	     


	     

	     

	     

	     

	     


	     

	     

	     

	     

	     



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 – Needed to read papers to be discussed at conference
	$9.95
	Yes

	     

	     

	     

	     


	     

	     

	     

	     


	     

	     

	     

	     


	     

	     

	     

	     



