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         VITERBO



	UNIVERSITY

	Travel Expense Report

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	Business Office Use Only

	
	
	
	
	
	
	P.O. #:
	 

	Date:
	
	
	Check #: 
	 

	
	
	
	
	
	
	Vendor :
	 

	Traveler:
	 
	
	Business  
	 

	Viterbo ID:
	
	
	
	
	
	Officer:
	 

	Department:
	 
	
	 
	 
	 

	
	
	
	
	
	
	
	
	

	Budget #:
	 
	
	Departure Date:
	 

	
	
	
	
	
	
	
	
	

	Budget Officer: X
	 
	
	Return Date:
	 

	
	
	
	
	
	
	
	
	

	Purpose of Trip:
	 

	
	
	
	
	
	
	
	
	

	
	Sun
	Mon
	Tue
	Wed
	Thr
	Fri
	Sat
	TOTAL

	Date
	 
	 
	 
	 
	 
	 
	 
	 

	Breakfast
	 
	
	 
	 
	 
	 
	 
	 

	Lunch
	
	 
	 
	 
	 
	 
	 
	 

	Dinner
	 
	 
	 
	 
	 
	 
	 
	 

	Lodging
	 
	 
	 
	 
	 
	 
	 
	 

	Auto @ $.50/mile
	 
	 
	 
	 
	 
	 
	 
	 

	Misc (itemize)
	 
	 
	 
	 
	 
	 
	 
	 

	Daily Totals
	 
	
	 
	 
	 
	 
	 
	 

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	Total Expense:
	
	

	Note:
	Attach receipts required for
	
	Less Advances:
	
	

	
	categories above. Do not
	
	Charged:
	
	 
	

	
	request reimbursement 
	
	Due to Traveler:
	 
	 

	
	for items charged on the 
	
	Due to Viterbo:
	 
	 

	
	University’s charge cards
	
	
	
	
	

	
	(i.e., gas)
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	This form must be returned to your supervisor and Business Office

	within ten (10) days of conclusion of travel.


VITERBO UNIVERSITY

PER DIEM MEAL REIMBURSEMENT POLICY

Viterbo University will reimburse employees and independent contractors for

meal expenses incurred for out-of-town travel. Such travel must be for an

approved University purpose, and must be properly documented in regard to

date, time, place and purpose. The Travel Expense Report should be utilized to

request reimbursement, and should be authorized by the appropriate budget

officer.

Reimbursement for individual meals will be made at an amount not to exceed

the following rates;

Breakfast 
   $6.00

Lunch 
   $9.00

Dinner
 $15.00

These reimbursement rates should be indicated on the appropriate line of the

Travel Expense Report. University employees are not required to substantiate

actual meal expenses (i.e. meal receipts are not required to be submitted with

the expense reimbursement form) under the per diem plan. However,

employees may desire to minimize the impact of per diem reimbursements on

their department budget by electing reimbursement for actual meal expenses

only, not to exceed the per diem rates. If actual expense reimbursement is

desired, indicate actual expenses on the appropriate line of the Travel Expense

Report.

To be eligible for breakfast reimbursement, departure for out-of-town travel

must occur prior to 7:00 a.m. To be eligible for dinner reimbursement, arrival

from out-of-town travel must occur after 7:00 p.m. No claim may be made for

meals provided as part of a business conference.
The standard rate for hotel accommodations is $77 / night for travel within Wisconsin and Iowa.  Regardless of the specific hotel/motel chosen for overnight accommodations, and how much is paid by the traveler for overnight accommodations, the maximum reimbursement by Viterbo University to the traveler will be no more than $77 / night except as stated on the Viterbo University Travel Policy located on the Viterbo web site. http://www.viterbo.edu/travel.aspx
