Information for Processing Travel Expense Reimbursement Requests
You may be reimbursed for travel the day before a convention/meeting and the day after.

Meals:   On the day of travel – you will be reimbursed for breakfast if you leave before 6:00

a.m.; for lunch if you leave home by 10:30 a.m. or return home after 2:30 p.m.; for dinner if you leave home by 6:00 p.m. or return home by 7:00 p.m.  

Meals claimed each day at in-state rates: 

(Breakfast - $8, Lunch - $9, Dinner - $10 = $34 daily total)

Meals claimed each day at out-of-state rates:

(Breakfast - $10, Lunch - $10, Dinner - $20 = $40 daily total)
Meals claimed for out of country  - the total allowance for the day is divided – 


(Breakfast is 20% of total, Lunch is 30% of the total and Dinner is 50% of the total)  
– please see  http://perdiem.hqda.pentagon.mil/perdiem/perdiemrates.html
 
No receipt is needed if you stay within the allotted total amount for those meals allowed for a particular day.  If a meal charge takes you over the maximum total allowed for a particular day ($40), an itemized receipt/credit card needs to be provided and documentation (an invitation, itinerary, etc.) showing that the cost was incurred outside your control (which means that you had no choice in the selection of the restaurant or the menu items).  


You will need to provide itemized receipts to support claims for reimbursement for meals purchased for other individuals while conducting UW business.  The name of the individual, the reason for meeting over the meal period and the reason for paying the meal cost will also need to be indicated (reimbursement for other’s meals must stay within the maximum allowed).  Allow $20 for dinner for a guest.


If a banquet is in addition to registration fee – $40 is allotted for that one meal and you still get the full amount for other meals for that day.

You may choose to use your maximum allotted allowance of $40/day on one or two meals and not request anything for the other meals that day.


Alcoholic beverages are not reimbursable.
Registration:

Evidence of payment must be attached to the TER when the claim exceeds $25. The documentation should include actual dates, location and title of the conference, convention or seminar, the amount of the fee and a breakdown of specific costs (meals, etc.) included in the fee. Note: This may require obtaining both a payment receipt and a copy of the applicable page from the brochure, application or registration form.
Bus/Train:

Receipts are needed for bus and train transportation only if travel is between cities and it is over $25.

Lodging:

http://wwwnew.uwsa.edu/fadmin/travel/2009lodgingmax.pdf 

Itemized hotel/motel receipt needed.  If you book your lodging on-line, you will probably not get a copy of a receipt when checking out unless you ask for one.
Single rate reimbursement only.
If you share a room with another person from Political Science please note this.
If conference hotel cost is over for that city’s allowance, it is ok as long as there is documentation showing the rates on the program or registration.

If you do not get into a conference hotel, you need to explain why not.  An employee may stay at the conference site where lodging exceeds the maximum on the basis that it enables the employee to gain professional benefits due to interaction with other attendees. In such situations, documentation corroborating that the site selected is the conference hotel is required. The employee's selection of a hotel from a menu of properties recommended by the conference organizer is not in itself sufficient justification for exceeding the lodging maximum. 

Any amount in excess of the maximums must be accompanied by an itemized receipt and an explanation of the reasonableness of such expense. Maximums may be exceeded when unavoidable additional expenses, i.e., additional ground transportation costs, would be incurred by trying to adhere to the maximum resulting in a higher cost. 

State employees are exempt from paying sales tax in Wisconsin on lodging and should avoid such by furnishing retailers with written documentation stating they are traveling on government business and showing their state employee identification.   The University of Wisconsin’s Tax Exemption number issued by the Wisconsin Department of Revenue is ES 40706.

Personal Car Usage: 

When driving to an airport for a flight you should depart from the airport nearest to the your home or headquarters or, at the discretion of the employee, from an airport offering a fare which is more cost effective for the UW, including parking, mileage or additional overnight stays.  You will need to do a comparative in the cost of driving to a distant airport, parking and airfare compared to leaving from Madison and parking.  You will be reimbursed for the lower cost.  

Personal mileage reimbursement is at .485/mile for round trips less than 300 miles.
Personal mileage reimbursement is at .37/mile for round trips more than 300 miles.
Round-trip mileage between the employee's home and airport to drop off and pick up the employee on both the day of departure and day of return is allowable when the total mileage cost does not exceed the cost of one round-trip mileage between office and airport, plus airport parking cost that would have been incurred had the employee left the vehicle at the airport.
.  
Rental Cars:
- Use Enterprise (in Wisconsin Only)

- National – (Out of state – reimbursed for a midsize only)

- UW Rental Car Contracts include unlimited miles and liability/collision.

- Get a corporate discount when reserving a car #5766241.   You might have to 


       show UW ID for state rate.

- Please fill up the gas tank before returning the car – you will no longer be 
reimbursed when you refill the tank at rental lots because they charge excessive prices for fuel.
- The original rental agreement and receipts for gas purchases need to be submitted.
Air Fare:
Please include a copy of your flight itinerary that show dates, times and not only the amount, but proof that it was paid.  If there is no proof of payment (credit card number), it really only shows that you confirmed a flight - ​ not that you actually traveled.   Boarding passes do not show payment.  Passenger receipts do not show times left and returned.  If you must, please include a copy of your credit statement that indicates payment for specific items for your trip.
Fees charged for changing airline tickets are reimbursable but require “valid, written business reason for the change” and approval of the Dean/Director’s Office


Reason:  i.e.  Meeting date was changed. 
Luggage check fee, exit row or aisle seat is reimbursable.  Must have receipt for luggage check charge/payment.

Foreign Travel:
Conversion table:    http://www.oanda.com/convert/classic  be sure to find your conversion rate for the same date that you traveled in a foreign country – and print out a copy of the rate.

Water:  For foreign travel only, you may be reimbursed for the purchase of bottled water. The maximum reimbursement is limited to $7.50 per day.
Foreign Meals:  please see http://perdiem.hqda.pentagon.mil/perdiem/perdiemrates.html
Find the per diem for specific country (i.e. Hungary is $72/day)

Breakdown:


Breakfast
20% = $14.40


Lunch

30% = $21.60


Dinner
50% = $36.00

MISCELLANEOUS:
Tips:  You may be reimbursed for taxi tips up to 15% of amount.   
Hotel tips = $2/night.
Meals – 15%.

Porterage:  Tips for porters (skycaps) at commercial terminals are reimbursable at $1.00 per piece of luggage.  Claims for higher amounts involving unusual situations should be explained.
Fax or long distance or internet charges   - Need a receipt for over $5.00 (need a business reason).
No receipt is necessary for Tolls.

Passports, Visas:  Reasonable charges for passports, visas and associated required photographs are reimbursable when incurred in connection with official UW business. The cost of inoculations and other routine medical procedures required for entry into certain foreign countries, which is not covered by insurance, is also reimbursable. Receipts are required if the claim exceeds $25.
Books:  To be reimbursed for book purchases while you are traveling, you must have an itemized receipt, with name of book and price, along with name of bookstore and dates.

Photocopying:  Will be reimbursed if it is necessary for a presentation, or for research where material cannot be “checked out.”  A receipt showing the number of copies and price per copy is needed, along with your explanation.

Laundry If an employee is away from home for more than five days, reasonable amounts may be allowed for laundry.  Only one charge per calendar week is reimbursable.
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