




























Revised: March 7, 2018 (Travel Policy) 

Travel Check List 

I. Fill out Travel Request Form.   Attach a copy of the following: 

1.   Conference/Event Agenda 

2.   Conference/Event Registration 

3.   Cost of Hotel (internet/travel agent estimate) 

i. If traveler does not have a Dept. Travel Card, send a Credit Card 
Authorization Form at time of Reservation.  Give Traveler a copy to take 
with them on travel. 
 

4.   Cost of Flight (internet/travel agent estimate) 

i. Use the credit card on file with Concur, not Dept. Travel Card. 

5.   Mileage estimate 

i. Use web mapping service (e.g. MapQuest, Google Maps) 
ii. Determining mileage rate as of January 1, 2019: 

1. If GSA is available, use $0.20 
2. If POV use is approved, use $0.58 

 
6.   Per Diem rate for event location (use www.gsa.gov/perdiem) 

7.   Miscellaneous costs (parking, shuttle, toll, etc.) 

8.   Car rental (provide justification, if allowed, along with cost estimate) 

 
II. Travel is approved when Travel Request Form, accompanied with all required 

documentation identified above, is sign by: Traveler, Department Director, Grants & 
Contracts Compliance, and Executive Director/Council. 
 

1.   Purchase all travel arrangements 

 
III. After travel, within 10 business days, complete the following: 

1.   Travel Reconciliation Form, provided in Fiscal Dept. 

i.   Attach copies of all receipts*, excluding meals  
(Conference registration, hotel, airfare, miscellaneous costs, car rental) 

2.   Mileage Expense Record, if personal vehicle used for travel. 

*Original credit card receipts must be attached to monthly department credit card statement(s) and returned to Accounts 

Receivable, Fiscal Dept. 

http://www.gsa.gov/perdiem


 Pick Up      Mail 

Revised: March 7, 2018 (Travel Policy) 

Travel Request 
 Traveler Name:  Date Submitted:   
 Traveler Address:   
 Contact Phone:  E-mail Address:   
 Department:  Dept./Project Code:   
 Destination:   
 Departure Date:  Return Date:   
 Purpose of travel:   
 Conference/Training Title:   
 Agency Sponsor:   
  

Allowed GSA Per Diem Rates: Lodging $  M&IE $  

  Anticipated Expenses 
  Type of Expense Description of Expense  Rate  # of Days  Total Expense 

 Conference/Registration        
 Lodging        
 Airfare        
 Mileage # of miles:  @      
 Meals & IE 1st/Last day of travel (75% of GSA Per Diem)       
  All Other Travel Days (GSA Per Diem)       
 Miscellaneous        
 Total Expense: $ 

  Advance Amount (Meals + Misc.): $ Due to traveler 

  Important Notice:  By signing and submitting this form, you agree that the requested funds will be used for the purposes stated on this form.  
Failure to provide an expense report with receipts within 10 days of your return date may result in a paycheck deduction to cover the amount 
of funds advanced to you. 

          
Traveler Signature  Date  Director Signature  Date 

         
G & C Compliance Signature*  Date  Exec. Director/Council Signature  Date 

(*If Grant Funded)       

 






