Travel Reimbursement Form Instructions 
(1) Traveler’s name, working title, home address & social security number or employee ID if employee.

(2) Date of departure, departure city, and arrival city

(3) Date of return, departure city, and arrival city

(4) Purpose of travel (to give a presentation, to attend a conference?)

(5) Include additional explanation for any unusual circumstances.

(6) If traveler used private car, check the private car box, fill in the amount of miles traveled and multiply the amount of miles by 50 cents per mile as of 1/1/10.  Please check webpage for any updates.

(7) If traveler will be used a rental car or ground transportation check box.   If traveler paid for the rental car, fill in the amount paid and attach receipt.  For ground transportation, fill in amount paid and attach receipts.

(8) If traveler used OHSU contracted air travel, leave blank, but attach receipt.  If traveler paid for air travel, fill in the amount paid and attach receipt.

(9) Traveler will be reimbursed for meals not provided during the trip.  Traveler may be reimbursed using the per diem rate OR submit receipts for actual costs, but not both.

(10) If traveler paid for private car parking, fill in amount paid.  If over $10, attach receipt.

(11) If registration was paid by department, leave blank.  If registration was paid by traveler, fill in the amount paid and attach receipt.

(12) Fill in the number of nights, room rate plus taxes and amount paid.  Attach receipt.

(13) Fill in any other reimbursable expenses
(14) Form will total automatically.

(15) Fill in full accounting string for amounts to be charged to a non-project or non-grant account.  If only a project or grant account is being used, leave blank.

(16) Fill in amount if traveler received any advance.  Otherwise, leave blank.

(17) Fill in full accounting string for amounts to be charged to a project or grant account.  If no project or grant account is being charged, leave blank.

(18) Form will total automatically.

(19) Fill in traveler’s name, and have traveler sign and date.

(20) Fill in fiscal authority’s name and have him sign and date.

(21) Fill in your name as the preparer, your mail code, phone and the date
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