Expense Reports: Advance/Reimbursement Checklist
	Traveler Name: 
	

	Campus/Department: 
	

	Event/Conference: 
	

	Conference Location: 
	

	Conference Dates: 
	

	Business Purpose:
	

	[bookmark: _GoBack]Line Code:
	



Federal Guidelines and/or District Policy does NOT allow reimbursement of:
· Transportation expenditures to entertainment or food locations
· Gratuities or tips on purchases
· Alcoholic beverages/Room service
· Per diem awards to individuals who are not directly involved in district business during said travel (ex. Spouse or family members)
Please check the items that apply to your expense report. Attach this for to your expense report when ready to submit.
· Conference/Event Schedule or Itinerary including dates and location/address
· Proof of attendance such as badge or certificate
· Approved conference list (grants)
· Job related form (grants)
· Paid receipts for transportation (Airfare, train..) showing fully paid, to and from locations, and traveler’s name
· Paid lodging receipt – itemized checkout receipt from hotel showing $0 owed and fully paid
· Rental car justification, completed and signed (grants)
· Parking receipts
· Destination transportation receipts (ex. Ride share, cab, bus, train, etc)
· Itemized meal receipts if applicable (grants and student travel)


Conference/Event 
Schedule or Itinerary
· This document should show the official business event that is being attended. 
· This should include the physical address of the event.
· This should include an itinerary of the event including if/when meals are provided.
· This should give the date and time of the beginning of the event – documenting the traveler’s need to arrive in time.
· This should give the date and time of the end of the event – documenting the traveler’s ability to return to Dallas.


Proof of attendance 
such as badge or certificate
This should prove that you were at the official business event. If a CPE certificate only lists 1 day of a multi event, this only verifies attendance during that day.

Paid receipts for transportation (Airfare, train..) 
· Must show fully paid
· Must include to and from locations and dates and passenger name


Paid lodging receipt
· This must be the itemized checkout receipt from commercial lodging establishment 
· This must show $0 balance due & fully paid
· Remember to carry your District tax exempt information and hotel occupancy exemption certificate


Rental car justification, 
completed and signed




Parking receipts


Destination transportation receipts (ex. Ride share, cab, bus, train, etc)
· Receipts must be properly itemized showing to and from locations, dates and times, and total cost.
· Grants additionally requires a map to be included and does not authorize tipping for transportation.


Itemized meal receipts (if applicable)
· All meals included through the official event have been paid for through the registration. You may not request meals that were provided at the event.
· Meal receipts must be itemized and original.
· If meal receipts are for more than one person – you must highlight which meals are for the requesting staff member.
· Alcohol of any kind must be struck through and cannot be included for reimbursement.
· Meal receipts are limited to GSA daily guidelines, reduced by any meals which are provided at the event.


Meal Per Diem 
· Meals can be requested at GSA rates for non-grants and non-student travel. 
· Per diem must be reduced for all meals that are provided through the event.
· Travel cannot be split funded between grants and general funds, if the hotel is paid for through grants – the meals must be receipt based and paid through grants as well.
· If meal receipts are attached, you are not eligible for meal per diem. 


Approved conference list (grants)


Job related form (grants)
