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PURPOSE

This document describes the process for individuals requesting reimbursement of travel and entertainment (T&E)
expenses that they have incurred on behalf of the University.
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To facilitate more timely reimbursement to the individual and facilitate cost center reporting in the proper period,
properly completed and approved reimbursement requests are expected to be submitted within thirty (30) days
of the end date of the business related trip or event.

The traveler and entertainer may be reimbursed following the completion of a trip or event if they have incurred
expenses in compliance with this policy, have provided a bona fide business purpose for the trip or event and
have attached the required original receipts and other necessary documentation.

The traveler and entertainer may be reimbursed before a trip or event if they have incurred specific travel or
entertainment expenses and need to be reimbursed in order to pay their credit card statements in a timely manner.
Itemized receipts must be included showing the expense has been incurred and the dates of travel must be
clearly stated on the supporting documentation. No summary receipts allowed.

Reimbursements for business mileage will be paid using the current IRS publicized mileage rates. The mileage
reimbursed must be documented with appropriate maps and destination addresses. The mileage reimbursement
rate includes all vehicle-related expenses (i.e., gasoline, wear and tear, and personal auto insurance). Travelers
will not be reimbursed for mileage when commuting to and from their residence and the University and should
take that into consideration when submitting their reimbursement request.

The traveler and entertainer must indicate on the Expense Reimbursement request their affiliation with the
University and include the required documentation based upon their designation as stated on the Expense
Reimbursement request.

By approving the Expense Reimbursement, the traveler or entertainer certify that the expenditures submitted were
incurred in conjunction with official University business, comply with all applicable policies, are accurate, and
that they are not requesting reimbursement from any other source.

As a general rule it is expected that properly completed reimbursement requests will be processed by the
Controller’s
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