TRAVEL REIMBURSEMENT CHECKLIST
Before submitting your request for travel reimbursement, please remember to include:

· Travel Authorization (Signed by Department Chair or Administrator with account number and all travel information included)
· Any mileage incurred (Includes to/from Lansing and Detroit airports)

· Detailed airfare receipt and flight itinerary (Direct-billed Airfare with invoice number included. Must include even if not being reimbursed for airfare) 
· Descriptions for cab fare (Where the cab is taking you to and from on every receipt)

· Conference Fees (Receipts and explanation of whether or not they were paid with a ProCard) also include proof of payment if using personal funds. 
· Conference schedule (Always required)

· Per diem (Which meals and which dates you’re requesting it for)

· Lodging Receipts (Please ensure that they’re itemized receipts)
· Any needed justifications (Includes hotel Wifi usage, rental cars, printing, etc.)

· Credit card statements (For receipts that only show estimated payment or receipts that do not show the last 4 digits of your credit card.)
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