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Travel Reimbursement Instructions

Fill in all areas of the Travel Reimbursement Request form and attach appropriate documentation.  Sample signatures of authorized approving representatives must be on file at SDSURF and must agree with signatures on this request.  Use ink or type only.  When applicable, this form will be used as authorization to generate a refund check.
Column Entry Completion Clarification

1.  Month/Day/Year:  Enter the month, day, and last two digits of the year in which the expenses recorded on this form were incurred.
2.  Depart/Return:  If the departure and return are on the same day, use one line to record both activities.  Enter the time of your departure and return.  If you return on a different date, re-enter the month, day, and last two digits of the year and the time of return on the next line.
3.  Location:  Enter the name of the city, town, or location where the expenses were incurred.  Abbreviations may be used.
4.  Meals/Incidentals:  Authorized expenses that are justified by SDSURF policy may be entered as actual costs or at the established daily per diem rates.
5.  Lodging:  Enter the actual cost of the lodging.  Note:  Original hotel receipts must be attached to this form.
6.  Transportation:  Enter the actual cost of the airfare, rail ticket, or car rental.  Attach the original passenger receipt from the carrier or car rental agency.
7.  Registration:  When applicable, enter the full amount paid for registration to attend the conference, workshop, or seminar.

8.  Taxi, Tolls, Limousine, Parking:  Enter the total for actual charges incurred.
9.  Private Car:  Enter the actual number of miles traveled, and using the SDSURF's authorized mileage rate, calculate the amount owed for the use of your privately owned vehicle.
10.  Other Expenses:  Enter additional business related expenses incurred on this trip (i.e., business telephone expenses, purchase of supplies, fax transmittals, etc.)


11.  Enter Daily Totals:  Add all itemized line items for each day and enter daily total.


12.  Total Amount Claimed on This Report:  Sum of all daily totals.


13.  Less Pre-Payments:  Enter the total of all pre-paid costs, i.e. airfare, registration, etc.


14.  Less Advances:  Enter the total for all money received in advance of the trip.


15.  Balance Due Traveler:  When applicable, enter the amount due traveler for travel expenses that were not covered by a travel advance or pre-payment.


16.  Balance Due SDSURF:  When applicable, enter the amount of excess funds that must be returned to the SDSURF by the traveler.

17.  Signature of Traveler:  Sign here.  Note:  Your signature certifies that all listed expenses are accurate and reflect the actual costs incurred.


18.  Accounting Distribution:  Project enters accounting distribution to which this travel reimbursement will be expensed.

19.  Project Signature:  This signature certifies that the travel was authorized against the previously entered accounting distribution.

20.  SDSURF Signature:  This signature is normally the fund administrator or manager and certifies that the funds are authorized and available for the travel incurred.
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