	   Biology Department Faculty Travel Notification _Expense and Reimbursement

	   
  Instructions:      1.     Please complete both pages and sign (to use digital signature turn document into PDF)
2.  Domestic Travel: Submit a minimum of 1 week before travel
3.  International Travel: Submit a minimum of 2 weeks before travel
4. Submit Conference/Workshop agenda/Letter of invitation, if traveling for collaboration 
5. Upon return, update departure or return time if needed.  
                     (Meals are based upon leave and return times. 

                NOTE:   All expenses except for meals per diem and mileage please use pcard if you have been issued one.  
                                The controller’s office will return reimbursement for which a personal credit card was used.  
                                Please talk to budget coordinator if you are planning to use your personal card and you have a pcard.

	                                                                               Traveler Information and Funding 

	
 Date:
	
	     
[bookmark: Text1]      
	 Name:
	
	
[bookmark: Text2]     
	 
	
	



	Source of Funding (Tag#):
	
	[bookmark: Text4]     



	                                                                  Travel Dates and Destination 



	
Travel Destination: City/State:
	
[bookmark: Text5]     


	Departure Date:
	
	
[bookmark: Text6]     
	Time of Departure:
	
	
[bookmark: Text7]     
	Departure Location: 
	
	
[bookmark: Text8]     

	Return Date
	
	
[bookmark: Text9]     
	Return Time:
	
	
[bookmark: Text10]     
	Return Location 
	
	
[bookmark: Text11]     


	[bookmark: Text40]   Will you be missing teaching a course/lab. If so, please state course and what provisions have been made during your absence.        




	Meeting/Conference Title: 
	
[bookmark: Text12]     

	Purpose of Trip: 
	
[bookmark: Text13]     

	Justification/Benefit to state
	
[bookmark: Text14]     

	Provide work-related business purpose and educational benefit to the university
	
[bookmark: Text15]     



	                                                                          Travel Information:  



Please include all estimated expenses below 
	Expense Type
	Estimate of Expense
	Actual
	

	
Registration

	
[bookmark: Text17]$     
	
[bookmark: Text18]$     
	

	
Airfare
Airfare baggage
	
[bookmark: Text19]$     

[bookmark: Text20]$     
	
[bookmark: Text21]$     

[bookmark: Text22]$     

	

	
Uber 

	
[bookmark: Text23]$      
	
[bookmark: Text24]$      

	

	
Parking/Tolls

	
[bookmark: Text25]$      
	
[bookmark: Text26]$      
	

	
Hotel- 
	
[bookmark: Text27]$      

	
[bookmark: Text28]$      
	

	
Car Rental-

	
[bookmark: Text29]$      
	
[bookmark: Text30]$      
	

	
Car Rental Gas

	
[bookmark: Text31]$      
	
[bookmark: Text32]$      
	

	
Mileage

	
[bookmark: Text33]$      
	
[bookmark: Text34] $      
	

	Meals-per diem
See 

	
[bookmark: Text35]$      
	
[bookmark: Text41] $      
	

	Complimentary travel. Please put $0 total If you are not receiving any reimbursements  
	
[bookmark: Text36]$      
	
No Charge to University 
	

	Estimated Total 
	[bookmark: Text37]$      
	
	



	Hotel receipts should include itemized expenses and  travel is more than 50 miles from campus. 
(no tax on Hotels in Florida) 
Airline tickets should include the invoice showing payment and itinerary.(economy only)
Meals are reimbursed at $6 for Breakfast, $11 for Lunch and $19 for Dinner based on leaven and return times.  (no receipts required, but are not reimbursed if a particular meal is covered by the workshop/conference or hotel); include the number of each meal needing reimbursement. 
Mileage is based on $0.445/mile.
Car rental is reimbursed at the state rate through National/Enterprise’s compact rate, unless justification is given; please book through FAU’s online portal for Enterprise to ensure FAU’s rate. Gas should be paid before turning in rental and receipts submitted separately.



