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	COMMENTS:


*Original receipts are required for these categories.  If a method of payments shows Mastercard as the credit card type, the receipt must show the last three digits of the credit card used.
**Attach a mileage log or Mapquest print out to claim milage.

INSTRUCTIONS - TRAVEL ITINERARY WORKSHEET
NOTES: FAILURE TO PROPERLY COMPLETE THIS FORM MAY RESULT IN DELAYED PAYMENT TO THE TRAVELER(S)!
THIS FORM DOES NOT HAVE TO BE TYPED BUT IT MUST BE LEGIBLE!
	Before completing this form, read these instructions.  If you have questions, please call 895-1156.

This form is to be used to consolidate and document the traveler's expenses while in a travel status.  Small receipts (less than 8 1/2" x 11 ") must be taped to an 8 1/2" x 11 " piece of white paper and then attached to this form.

This form is only used in conjunction with the Travel Payment form for employ-ees, students, and volunteers and the Payment Voucher form for all others (candidates, independent contractors, etc.). It must be attached (stapled) to the form when requesting reimbursement.  The document number of the Travel Payment or Payment Voucher form must appear in the space provided in the upper right-hand corner of this form as well as any additional copies of this form that are used.

PAGE #: Fill in as appropriate.

TRAVELER'S NAME: The first name, Ml, and last name of the traveler claiming reimbursement.

TRAVELER'S VENDOR NUMBER: Employee: E+ Employee ID Number; student-.  S+ Student ID Number.

ITINERARY/TRIP RECAP:
Note:
If a "break" or temporary stop was required to change planes/catch a connecting flight, etc., no entry is required.

Date:
Enter the date departed/arrived in DD/MM/YY format.

Time:
Enter the time you departed/arrived including the am or pm designation.

Location:     Enter the location departed from/arrived at.

Method:
Enter the one of the following abbreviations for method of travel:

Abbreviation
Method
Air
Commercial or private airline/plane

POV
Personally-owned vehicle

Rent
Rental vehicle (auto/van/truck, etc.)

Rail
Train

Other
Please explain fully in the "Comments" area below.

If airfare was paid by the traveler, indicate the type of credit card, the name of the cardholder, and the last four digits of the credit card used.  Failure to provide this information will reduce the amount of reimbursement.
Mileage:    Indicate the actual number of miles traveled if by personal or 

	rental vehicle between destinations.  See the travel manual for restrictions/definitions concerning use of personal vehicle.

Lodging: Enter the total cost of lodging (room rate plus any applicable taxes) while at that destination.  If in-state, enter the actual cost or the per diem rate, whichever is less.  If out-of-state, enter the actual cost or the maximum per diem rate, whichever is less.  Original receipts required.

Meals: If in-flight/enroute meals are served as part of the cost of the airline/ train ticket, do not enter an amount for hat meal.  If meals are provided as part of the registration cost (less "continental breakfasts") do not include them here.  Employees may voluntarily claim amounts at less than the established rates, based on actual expenses.  Consult the timetable below to determine which meals are reimbursable.  Meal rates are as of July 1, 2007 and are subject to change by the legislature.

Meal                Begin Travel Status         End Travel Status       Meal Per

                        at or before                      at or after                    Diem Rate

Breakfast         12:01 a.m.                       10:00 a.m.                         See GSA Table
Lunch              10:01 a.m.                          3:00 p.m.                      See GSA Table
Dinner                 3:01 p.m.                        Midnight                        See GSA Table                                                                                                 
Hosted meal receipts indicating exactly what was purchased must be attached to an 8 1/2" x 11 " piece of white paper.  They must specifically include the following information for each meal hosted:

a.
Persons hosted;

b.
Each person's business affiliation;

c.
The reason for the hosted meal;

d.
At the bottom of each 8 1/2" x 11 " piece of paper, the following certification, followed by the signature and date signed by the traveler must appear: "I certify the above hosted meals were solely for the conduct of official UNLV business and not for any personal gain.

Car Rental: Enter the total cost of the lease/rental.  Attach (staple) a copy of the rental/lease agreement.  Original copy required.

Taxi, Bus, etc.: Enter the total cost with the original copy of the receipt.  Tips may not be included.

Parking: Enter the total cost with a copy of the original receipt.

Other: Enter any other expense claimed.  Attach the original copy of the receipt.

Comments: Use this to explain any above entry, if required.  Original receipts are required.








