EXPENSES REIMBURSEMENT CHECKLIST

*%*To ensure that ERs are processed within the 60 days limit, ER checklist and receipts must be received at our office
**% no later than 45 days for domestic travel and 30 days for foreign travel.

Name: UFID: Destination:
Departure Departure Return Return
Date: Time: Date: Time:

Funding Source for this travel:

Indicate the ACTUAL amount and method of payment for expenses being reported:

Expense Type UF P-Card** | Personal funds | Complimentary
All receipts required Whose P-Card Credit card statement
required for international
travel
Airfare
Baggage fees

*Hotel/Sharing of Room
Registration
Communication fees
Rental car (for mileage see below)
Parking

Fuel

Taxi/Shuttle fees

Bus/ Train/Other Trans
Tolls

Misc/Other
***Meals (See Below)

Totals: $0.00 $0.00 $0.00

For mileage reimbursement on personal car, provide the origin and destination of travel (in
the comment section) or use MapQuest and attach the printout: Total Mileage: ( 0.00

***Place an x next to all meals not provided as part of the conference/meeting (meeting
program and airline ticket required)
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Additional space for meals on page 2

*If you shared a room or vehicle (including personal) with anyone, please list this individual, their affiliation to
UF, reason for travel, and if they paid anything toward the expenses.

Travel Office Use Only Date Received Initials
Please see next page for additional information required and space for comments and other
expenses not covered above.

Revised 7/17/17



EXPENSES REIMBURSEMENT CHECKLIST

** |f you used a P-Card please indicate whose P-Card was used.

Questions: Please email travel@ece.ufl.edu

All receipts must show method of payment; communication charges (phone/fax/internet) and
change/penalty fees must be justified.

Required by travel: Conference/meeting agenda; registration form (blank or filled); copy of
invitation; title of talk/seminar; boarding passes or itinerary showing ticket number (esp. if
purchased w/ personal funds)

If additional space is necessary please attach a separate sheet (or word document) with your
name, UF ID#, travel dates, and travel destination.

Additional space for meals:

DATE: DATE: DATE: DATE: DATE: DATE: DATE:
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Additional Comments
Travel Office Use Only Date Received Initials

Revised 7/17/17


mailto:travel@ece.ufl.edu

	Name: 
	UFID: 
	Date: 
	Time: 
	Date_2: 
	Time_2: 
	UF PCard Whose PCardAirfare: 
	Personal funds Credit card statement required for international travelAirfare: 
	ComplimentaryAirfare: 
	UF PCard Whose PCardBaggage fees: 
	Personal funds Credit card statement required for international travelBaggage fees: 
	ComplimentaryBaggage fees: 
	UF PCard Whose PCardHotelSharing of Room: 
	Personal funds Credit card statement required for international travelHotelSharing of Room: 
	ComplimentaryHotelSharing of Room: 
	UF PCard Whose PCardRegistration: 
	Personal funds Credit card statement required for international travelRegistration: 
	ComplimentaryRegistration: 
	UF PCard Whose PCardCommunication fees: 
	Personal funds Credit card statement required for international travelCommunication fees: 
	ComplimentaryCommunication fees: 
	UF PCard Whose PCardRental car: 
	Personal funds Credit card statement required for international travelRental car: 
	ComplimentaryRental car: 
	UF PCard Whose PCardParking: 
	Personal funds Credit card statement required for international travelParking: 
	ComplimentaryParking: 
	UF PCard Whose PCardFuel: 
	Personal funds Credit card statement required for international travelFuel: 
	ComplimentaryFuel: 
	UF PCard Whose PCardTaxiShuttle fees: 
	Personal funds Credit card statement required for international travelTaxiShuttle fees: 
	ComplimentaryTaxiShuttle fees: 
	UF PCard Whose PCardBus Train: 
	Personal funds Credit card statement required for international travelBus Train: 
	ComplimentaryBus Train: 
	UF PCard Whose PCardTolls: 
	Personal funds Credit card statement required for international travelTolls: 
	ComplimentaryTolls: 
	UF PCard Whose PCardVisa Fee: 
	Personal funds Credit card statement required for international travelVisa Fee: 
	ComplimentaryVisa Fee: 
	UF PCard Whose PCardMeals See Below: 
	Personal funds Credit card statement required for international travelMeals See Below: 
	ComplimentaryMeals See Below: 
	UF PCard Whose PCardTotals: 0
	Personal funds Credit card statement required for international travelTotals: 0
	ComplimentaryTotals: 0
	DATE: 
	DATE_2: 
	DATE_3: 
	DATE_4: 
	DATE_5: 
	DATE_6: 
	DATE_7: 
	Date Received: 
	Initials: 
	DATE_8: 
	DATE_9: 
	DATE_10: 
	DATE_11: 
	DATE_12: 
	DATE_13: 
	DATE_14: 
	Additional Comments 1: 
	Additional Comments 2: 
	Additional Comments 3: 
	Additional Comments 4: 
	Additional Comments 5: 
	Date Received_2: 
	Initials_2: 
	Breakfast1: Off
	Lunch 1: Off
	Dinner 1: Off
	Dinner 2: Off
	Breakfast2: Off
	Lunch 2: Off
	Breakfast3: Off
	Lunch 3: Off
	Dinner 3: Off
	Dinner 4: Off
	Breakfast4: Off
	Lunch 4: Off
	Breakfast5: Off
	Lunch 5: Off
	Dinner 5: Off
	Dinner 6: Off
	Breakfast6: Off
	Lunch 6: Off
	Breakfast7: Off
	Lunch 7: Off
	Dinner 7: Off
	Breakfast8: Off
	Lunch 8: Off
	Dinner 8: Off
	Breakfast9: Off
	Lunch 9: Off
	Dinner 9: Off
	Breakfast10: Off
	Lunch 10: Off
	Dinner 10: Off
	Breakfast11: Off
	Lunch 11: Off
	Dinner 11: Off
	Breakfast12: Off
	Lunch 12: Off
	Dinner 12: Off
	Breakfast13: Off
	Lunch 13: Off
	Dinner 13: Off
	Breakfast14: Off
	Lunch 14: Off
	Dinner 14: Off
	Whose P-Card: 
	Project Number for this travel: 
	Milage: 0
	Total Milage reimb: 0
	Destination City, not airport name: 


