Dean of Students Office

Registered Student Organization

Non-Employee Travel/Expense Log

Student Name:





 University I.D. #:






Address:





 City, State, Zip:






      
RSO:






 Purpose of Travel:






Dates of Travel:





 Location of Travel:












Part A: Mileage
· Complete this section only if a personal vehicle was used for travel. 
· Mileage for the most direct route will be reimbursed at the current University rate (Fall 2022: $0.625/mile)

· Attach a copy of map of travel total miles clearly stated from the map provider (i.e. Google maps).

	Date
	Departure Location
	Departure

Time
	Arrival Location
	Arrival Time
	Miles Traveled
	Cents per Mile
	Total Mileage

Reimbursement

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


Part B: Meals
· Meals will be reimbursed on a per diem basis at the current University rate for meals not included with conference/workshop registration - no receipt is needed.
· Fall 2022 Out of State travel: $6.50 for breakfast, $6.50 for lunch, and $19.00 for dinner

· Fall 2022 In-state travel: $5.50 for breakfast, $5.50 for lunch, and $17.00 for dinner  

· Attach a copy of the conference/workshop agenda.
	Date
List one date per line
	Meal Type(s)
List all meals to reimbursed 

(i.e. breakfast, dinner)
	Amount
List total cost for date
(i.e. $25.50)

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Part C: Other Travel Expenses

· Parking, hotel
· Shuttle, public transportation, Uber/Lyft/Cab
Transportation for meals/supplies will NOT be reimbursed.
· Airfare, train fare, luggage fees
Luggage fees for more than (1) checked bag will NOT be reimbursed unless it is for conference supplies.

· Attach a copy of the original receipt(s) with the provider and total amount paid clearly stated.

· Email receipt for Uber/Lyft, airfare, train fare is acceptable
	Date
	Description
	Amount

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Student Signature:






Date​:




Advisor/Fiscal Agent Signature:





Date​:




To be completed by the Dean of Students Office:

Account #  _







Total Amount: 




Dean of Students Office
7/11/2022

