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We hope you had a safe trip and you 

remembered to…



Keep Everything

Shuttle, Taxi’s, Airline, Hotel, Parking, Baggage 
fee, Tolls, etc.

Keeping all the receipts for items paid, will make 
completing the form a breeze and the 

reimbursement much faster.

The Missing Receipt Affidavit form and credit 
card statements are  no longer accepted as proof 

of payment for travel reimbursements.

W e  n e e d the  ite m ize d re ce ipts . 

Substantiation and Original Receipts

In order for a business expense to be approved and reim bursed, it m ust be properly  substantiated. Original receipts for all 

expenditures are required. The policy  also lists substantiation and original receipt elem ents required to pay  allow able business

expenses. 



Example of 

acceptable receipt



Miranda Salvatore

Getting started





Travel Expense form 



Who Travelled?



Out-of-Pocket expenses for the trip?



Finding your per diem based on the travel destinationGSA Rates
http:/ / www.gsa.gov/ portal/ content/ 104877

Click on the link above, GSA Per Diem Rates website will appear

Enter the state & city you are travelling to, then click “Find Rates”

Exam ple :  

Orlan do , Fl. 



**Meals included as part of the registration fee w ill be deducted from  the

per diem  rate.  

Daily per diem 

amount

Per Diem Rates - M&IE  (meals & incidentals)



Meal breakdown based on M&IE rate

1st & Last day of travel

Per diem amount 75% of 

M&IE rate

**Meals included as part of the registration fee 

w ill be deducted from  the per diem  rate.  

Per Diem Meal Breakdown and  1st & Last Day rates 



What department is paying and how much?
Be sure to use the correct account code.



Account # 7215 (Mileage Reimbursement)

This account code should be used when claiming mileage 
on all travel forms. 

Example: if traveling to a conference by air and mileage is 
incurred from home to airport, this account code must be 

included on the travel form.
(Please ensure sufficient funds are available)

Note: 





Example of a Completed

Travel Expense

**All em ployees are 

reim bursed via Direct Deposit



When submitting the  travel expense form, 

be sure all original receipts are taped down 

on an 8 1/ 2 x 11 sheet of white paper



Individual Responsibilities and Procedures



Airline Upgrades 
Seat Upgrades (Coach Only)
Alcohol
Credit Card Finance Charges  
Meals for Day Travel 
(one day trips are not permitted Per Diem)
Movies
Travel/Baggage Insurance
Trip cancellation Insurance

For additional items, please refer to the Travel Policy 

NON-REIMBURSABLE TRAVEL EXPENSES



For more information, please visit our website for the 

Travel Policy.



I hope you found this information to be helpful.

If you have any questions, comments or concerns.

I can be reached at 856-256-4043

Miranda Salvatore

salvatoremi@rowan.edu



Checklist after travel:

1. Complete Travel Expense Form

2. Attach supporting documents

3. Sign the form

4. Ensure appropriate approvers sign

5. Submit to Accounts Payable

6. Expect reimbursement via direct 

deposit within 10  days of a correctly 

completed Travel Expense Report


