ROBERT H. SMITH SCHOOL OF BUSINESS

PH.D. PROGRAM OFFICE

Doctoral Student Record of Travel Expenses
Please submit with original receipts, credit card statements and proof of payment

NOTICE: YOU WILL BE REIMBURSED ONLY UP TO THE AMOUNT REMAINING IN YOUR CEILING ACCOUNT
DEPARTMENT: 



   
   

     

DATE:


 
NAME
:



              

SSN: 


             

                                                           

ADDRESS: 






EMPLOYEE:  Yes 
No
  
PHONE #:   






EMAIL: 





DEPARTMENT: 





PURPOSE OF TRAVEL: 












CURRENT BALANCE IN YOUR CEILING ACCOUNT:



   

A. MEAL REIMBURSEMENT


DOMESTIC TRAVEL


At the standard per diem rate: Breakfast $8, Lunch $10, Dinner $23

FOREIGN TRAVEL

At the actual cost with itemized receipts OR 

At the applicable U.S. Department of State Meal and Incidental Rate (MI&E) without receipts
NOTE: Meals included in airfare or conference registration fees with be excluded from reimbursement

B. MILEAGE REIMBURSEMENT RATES: (48.5 cents) FOR BUSINESS USE OF PRIVATELY OWNED VEHICLE
	DATE:
	
	
	
	
	
	
	
	TOTAL

	Breakfast
	
	
	
	
	
	
	
	

	Lunch
	
	
	
	
	
	
	
	

	Dinner
	
	
	
	
	
	
	
	

	Lodging
	
	
	
	
	
	
	
	

	Taxi and/or Limo
	
	
	
	
	
	
	
	

	Air/Rail/Bus
	
	
	
	
	
	
	
	

	Auto Rental
	
	
	
	
	
	
	
	

	Parking Fees
	
	
	
	
	
	
	
	

	Bridge or Tolls
	
	
	
	
	
	
	
	

	Telephone
	
	
	
	
	
	
	
	

	Registration Fee
	
	
	
	
	
	
	
	

	Porterage
	
	
	
	
	
	
	
	

	Other (please explain):
	
	
	
	
	
	
	
	

	TOTAL
	
	
	
	
	
	
	
	


Travelers must obtain original receipts for expenses that are not covered through per diem (i.e. itemized hotel, itemized car rental, airfare, taxi, parking, registration fee receipts.)
ITINERARY

	DATE
	
	
	
	

	
	Start
	End
	Start
	End
	Start
	End
	Start 
	End

	TIME
	
	
	
	
	
	
	
	

	FROM
	
	
	
	

	TO
	
	
	
	

	TO
	
	
	
	

	Auto Mileage
	
	
	
	


Remarks: 

































Reimbursements should be requested within 60 days of travel and no later than 30 days after June 30.

For University of Maryland travel policies, please visit http://www.dbs.umd.edu/travel

