CHEMICAL ENGINEERING TRAVEL REIMBURSEMENT REQUEST

TRAVELER:






 Date Submitted:




BUDGET NUMBER to be charged:










DESTINATION AND PURPOSE OF TRIP:  (Include name & place of conference) 




_______________________________________________________________________________
Departure date: 



Departure time from home:




Return date:




Return time to home:






AIRFARE (receipt with full itinerary required):    



  AMOUNT

Is this a contract airfare?






If no, why not? (circle below)






Cheaper     No contract fare      No timely flights     Non-UW



LODGING (itemized receipt required from payee): 



Did you share a room?  If yes, with whom?





Who paid for the room?








Does the room cost (exc. taxes) exceed the allowed per diem?
 (see link)

http://www.gsa.gov/portal/category/21287____________________

If yes, provide the exception reason
 (circle one below)



Conference hotel   Lower cost overall   Suite required   ADA requirements  special event or disaster
FOOD (do not need receipts; however, do not include meals covered 

by conference registration fee)
Dates for breakfast:







Dates for lunch:







Dates for dinner:








RENTAL CAR (receipt required):

ENTERPRISE CAR RENTAL is the preferred provider.

REGISTRATION FEE (itemized receipt listing date,

location and breakdown of items included in conference fee required): 


Which meals, if any, were included?




MILEAGE:  Total miles 






Rate of  $0.51/mile.  Total of up to 40 miles round-trip 

to/from Sea-Tac Airport allowed. 

MISCELLANEOUS EXPENSES (taxi, business phone calls, airport

shuttle, ticket exchange fees, internet, etc.).  If yes, please itemize and

include receipts for items over $50.

NOTE: Detailed travel information regarding the University’s rules and regulations for

travel can be found at the following web-site: http://www.washington.edu/admin/travel/.

	00











	








  Total: $
































