
Travel Reimbursement for Non-KATC                

Employees 
 

Please attach an email the outlines prior approval from Rebecca Grau to this form.  Thank you. 

Name  ______________________________________________________________________________ 

Address ____________________________________________________________________________ 

City _____________________________________State _____________  Zip ____________________ 

Telephone # ____________________________ Email Address ________________________________ 

Purpose of Meeting ___________________________________________________________________ 

Date and Time of Meeting _____________________________________________________________ 

Mileage ______________  Parking ________________ 

Hotel Reimbursement (Original receipts must be attached) ___________________________________ 

Meal Reimbursement (Per Diem – See below) _____________________________________________ 

      A W-9 is on file or attached to this reimbursement form.  Reimbursements will not be processed 

without a completed W-9 file at the KATC. 

Travel Expenses for Non-KATC Employees 

The Kentucky Autism Training Center will pay for hotel the prior evening to or after a meeting if you live 

over 150 miles from the location of the meeting.  If members do spend the night, meals are covered under 

these conditions: 

Meal Allowance maximum for in-state: 

Breakfast $7.00  (must depart by 6:30 am; return after 9:00 am) 

 

Lunch $8.00  (must depart by 11:00 am; return after 2:00 pm) 

 

Dinner $15.00  (must depart by 5:00pm; return after 9:00 pm) 

Meal Allowance maximum for travel outside KY but within 

the Continental US and Canada 

Breakfast $8.00  (must depart by 6:30 am; return after 9:00 am) 

Lunch $12.00  (must depart by 11:00 am; return after 2:00 pm) 

Dinner $20.00  (must depart by 5:00pm; return after 9:00 pm) 

Hotel reimbursement will be only for pre-determined hotels. 

Also, members have the option of being reimbursed for gas mileage for travel associated with KATC Board 

activities.  Current University mileage allowance:  Effective July 1, 2008 - IRS maximum mileage 
allowance: 58.5¢ per mile 

After the activity, you are responsible for submitting all documentation and relevant information 

(including original receipts) for reimbursement to:  Rebecca Grau Kentucky Autism Training Center, 

College of Education and Human Development, Dean's Office, University of Louisville, Louisville, KY 

40292 (this is an on-campus address – a street address is not necessary).   

Please direct questions to KATC’s business manager, Tonja Craig, at 502-852-2479 




