Home from your travels and want to be reimbursed? Here’s what you need to know and/or turn in:
Original receipts are needed for all expenses in excess of $20, except for meals and incidental expenses which are covered by the per diem. 
Copies or scans of receipts or emails are not accepted by the Travel Office.
Air

• All pages of the e-confirmation document generated when internet reservation is complete showing total cost and class of service (e.g. coach, business class) for electronic tickets. (This email can be forwarded to Susie.) If this document also shows how the ticket was paid for and includes the credit card info and digits, then that is sufficient. If the document doesn’t show the credit card info, the original credit card statement will need to be included. 
Train

• All pages of the e-confirmation document showing total cost and class of service (will only be reimbursed for coach class) for electronic tickets. (This email can be forwarded to Susie.) If the document shows the payment method and includes the credit card information (type, digits), this is sufficient. If this info isn’t included, the original statement showing payment will need to be included.

• Passenger receipts/ticket stubs.
Lodging

• An original itemized hotel bill showing cost per night and tax per night
• If payment information is not included on the original itemized hotel bill, original statement (credit card, checking, PayPal) showing payment of the lodging.

• Hotel ledger receipts may be used to annotate business telephone calls, facsimiles, and data transmission charges. The annotation should include points and parties involved.

Others

Other receipts that may be required include the following:

1. Airline checked baggage receipts*
2. Public transportation receipts– taxi, limo, etc.

3. Rental car, including gasoline receipts

4. Parking and toll charges

5. Business meals with outside parties

6. Registration fees paid by traveler

7. Internet access receipts
8. Currency conversion charges


For any of the above paid for by credit card, the actual receipt will be sufficient if receipt includes credit card information. Otherwise, will also need original credit card statement showing payment.
*Some airlines charge additional fees for checked baggage. These fees are reimbursable with a receipt when limits must be exceeded for legitimate business purposes (e.g., checked baggage with the hockey team’s equipment will generally exceed limitations). Written justification must be provided when requesting reimbursement for two or more checked bags. 

Unallowable Expenses
The following is a list of common expenses that are not reimbursable. It is not all-inclusive. 

1. Lost or stolen articles

2. Alcoholic beverages

3. Excessive meal and lodging charges 

4. Personal telephone calls *

5. Personal laundry expenses *

6. Damage to personal vehicles, clothing or other items 

7. Expenses related to personal negligence of the traveler, such as fines

8. Services to gain entry to locked vehicles

9. Towing charges

10. Insurance associated with rental cars in the US 

11. Luxury vehicle rentals

12. Excessive parking and gasoline charges 

13. University parking fees

14. Movies charged to hotel/motel bills 

15. Expenses for children, spouses and other non-business companions

16. Local commuting expenses

17. Service fees and tips (e.g., to baggage handlers) *

18. Travel between lodging and places where meals may be taken

19. Travel insurance (personal injury or loss, trip interruption/cancellation, etc.)

*These expenses are covered by the incidental portion of the per diem payment.
Per Diem Information
The Commonwealth has established basic and city-specific maximum per diem rates for meals and incidental expenses. 

Current in-state city rates: http://fiscal.gmu.edu/wp-content/uploads/2013/11/In-StateLodgingPerdiemRate.pdf
Current continental US city rates: 
http://fiscal.gmu.edu/wp-content/uploads/2013/11/OutofStateLodgingAndMealRatesOct2013.pdf
Current Alaska, Hawaii and US territory rates: http://www.defensetravel.dod.mil/site/perdiemCalc.cfm
Foreign per diem rates: http://aoprals.state.gov/content.asp?content_id=184&menu_id=78
If your destination city does not appear, then you will be reimbursed at the minimum or standard per diem rate. (If looking at foreign per diem rates, find “other” in the listing of cities; that is the minimum per diem rate.)
Per diem include:

(meals, including taxes and tips

(transportation to where meals are taken

(personal telephone calls

(laundry expenses

(tips to baggage handlers

Because the per diem rate is intended to cover these items, they will not be reimbursed separately. Travelers are advised to budget their travel expenses accordingly. 

