
TRAVEL CHECK LIST
Itemized receipts for all transactions are required.
Hotel 

Is hotel the designated conference hotel?

Yes










No




If no, hotel per diem is:








Were quotes acquired?



Yes










No




NOTE:  If hotel charges exceed per diem, provide quotes for this hotel and two others within reasonable distance of where conference being held.  Reasonable distance is within two miles of conference.

Airline 
All airline reservations require three written quotes.  
Were quotes acquired?



Yes










No




Additional receipts required:

Baggage handling charge







Shuttle / Taxi 








Car

Car rental 










Fuel










If using personal vehicle


Beginning Mileage









Ending Mileage




Meals
Breakfast per diem is:








Lunch per diem is:









Dinner per diem is:









NOTE:  Meal allowance includes tax and gratuity.  Meals provided - The traveler is not entitled to a meal allowance for meals provided free in conference registration fees.  (If provided breakfast includes eggs and/or meat, the breakfast meal allowance is not reimbursable).  If dietary or other unique needs require the traveler to forego the provided meal, he/she may claim up to the maximum meal allowance, however a written explanation is required.  Single item purchases of bottled water, coffee or any other drink is not covered.
Meal cut off hours are as follows:   
	Travel Status Hours 
	Meal Consume Time 
	Breakfast 
	Lunch 
	Dinner 

	at least 6 
	12:00 am - 10:00 am 
	Yes 
	No 
	No 

	at least 6 
	10:01 am - 4:00 pm 
	No 
	Yes 
	No 

	at least 6 
	4:01 pm - 11:59 pm 
	No 
	No 
	Yes 

	at least 12 
	12:00 am - 4:00 pm 
	Yes 
	Yes 
	No 

	at least 12 
	10:01 am - 11:59 pm 
	No 
	Yes 
	Yes 

	at least 12 
	4:01 pm - 7:00 am 
	Yes 
	No 
	Yes 

	at least 18 
	12:00 am - 11:59 pm 
	Yes 
	Yes 
	Yes 


