Department of Psychology

Travel Reimbursement Form

Please submit within 21 days of event.  Attach all original receipts.

	Name:
	Today’s date:

	Index number:
	Employee ID (or SSN if not employee):

	Mailing address:



	Name of event and reason for attending:



	Foreign travelers only – visa type, country of residence and visa waiver if applicable:




	Travel to:

	Departure date & time:

	Return date & time:


Reimbursement amounts:

	Airfare (orig. receipts required):
	Paid on UC Travel Card?

	Lodging:
	# days:
	Paid on UC Travel Card?

	Auto rental:
	Paid on UC Travel Card?

	Registration fee:
	Paid on UC Travel Card?

	Auto mileage reimbursement:

	Taxi, parking, gas, telephone, other miscellaneous:




	Domestic Travel – Meals & Incidental Expenses
	# days claimed:

	
	You are claiming less than $64 per day; please provide either itemized receipts, credit card statement, or a log of your expenses.

	
	You are claiming $64 per day; please provide itemized receipts for all expenses.




	Foreign Travel – per diem
	

	Location:
	# days claimed:

	Location:
	# days claimed:

	Location:
	# days claimed:


	Signature:


Notes:

	652000: Travel, in state
	652901: Foreign: Canada and Mexico
	652700: Removal and moving expense

	652010: Travel, in state: conferences
	652902: Foreign
	652910:  U.S.: out-of-state conference

	652011: Travel, in state: recruitment
	652903: Foreign: Non-UC employees
	652911:  U.S.: out-of-state recruitment

	652900: Travel, U.S.: out of state
	
	



