Sample Travel Arrangement and Reimbursement
Training Center

 Department of Medicine – General Hospital

TRAVEL ARRANGEMENT FORM

Dear Faculty:

In order for us to reimburse you for your travel expenses related to our course, we would like to request that you provide us with an estimated amount of your travel costs. Please refer to the “Allowable Travel Expenses” section for reimbursement guidelines. 

If you are traveling by plane, we can further assist you by making your flight arrangements upon request. The information you provide on the estimate form will guide us in the coordination of your flight; therefore, please be specific and thorough. We can also help you reserve a room at a hotel closest to the training site.

At the end of the course, we will be requesting the original receipts acquired from your travel, according to the enclosed reimbursement guidelines. If you have requested a travel advance, please allow 3 – 4 weeks from the date we receive your request to process and mail the check. 

If you have any questions or need further assistance, please feel free to contact me. Thank you for your cooperation. 

Training Center contact person: ________________

Telephone number: __________________________


Allowable Travel Expenses

Reimbursement is limited to only the expenses that have prior approval.  Original receipts are required for reimbursements, unless stated otherwise. If electronic receipts (credit card charge slips) do not provide sufficient detail, the traveler should secure a vendor receipt listing actual expenses.  

Transportation:

All travelers must use the most economical mode of transportation and the most customary route.  Receipts are needed for all transportation except for mileage related to personal car use, parking meters, and tolls.  Mileage is reimbursed at .36¢/ mile.

Lodging:

When making reservation for a hotel room, ask for a government rate. If this is not available, please ask for the most economic room available. If staying with a friend or relative while traveling, one gift may be purchased for up to $75.00. Receipts are needed for reimbursement for any lodging or gifts.

Meals and Incidentals:

The maximum allowances reimbursed for meals are $xx/day and $xx/day for incidentals.  Please speak to your Training Center contact person for travel < 24hrs.

Please submit an itemized listing of the actual cost of each meal, including meal designation and date. Reimbursement for alcoholic drinks is not allowable. Please submit an itemized listing of the actual incidental costs.  Charges for tips related to allowable expenses are reimbursable without a receipt. 


** The traveler is not eligible to receive additional reimbursement for the costs of meals, accommodations or amenities that have been paid as part of registration fees or airfare.


** The traveler is responsible for costs arising from cancellations or revised travel arrangements as well as choices based on personal preferences.

