Travel Reimbursement Form Instructions
NOTE: 

The official Travel Request and Reimbursement form is available on the NMT Travel web site. No other version will be accepted.

When using the fillable PDF Travel Request and Reimbursement form, information from some of the fields entered on the Request will be carried automatically into the Reimbursement form. However, it can be changed on the Reimbursement form if need be.

The fillable form available on the NMT Travel web site can be printed and filled in manually if you prefer.
All the information at the top of the form should be transferred over from the Travel Request.  The only additional information that must be provided is the Time of Departure and Time of Return.

Time of Departure – Time at which the traveler started the trip from the Travel Departure Point.

Time of Return – Time at which the traveler ended the trip.

Per Diem

NMT Per Diem – Enter the number of days and hours that the traveler was on the trip.  Then enter the rate per day.  Multiply the number of days by the daily rate.  If partial hours need to be added, refer to the Travel Information Sheet (available on the Travel Office website) to determine the amount allowable and add it in.

Federal Per Diem – Enter the number of days that the traveler was on the trip.  Enter the allowable daily rate.  Amount should be calculated as per the GSA website (www.GSA.gov).  Be sure supporting documentation for the rates has been provided.
Hotel

Hotel – Enter amount for actual lodging expense.  An original, detailed receipt must be attached.  All personal/other services (room services, movies, etc.) must be subtracted. Check the P-Card box if paid by NMT purchasing card.

If seeking reimbursement on a federal project, then traveler must use the lesser of the actual lodging cost or maximum lodging rates unless prior agency approval has been obtained to use actual lodging expenses.  . Note the maximum amount that you may be reimbursed under actual expense is limited to 300 percent of the applicable maximum per diem rate. “   Refer To GSA Subpart D. 301-11.302 and 301-11.303
Plane – (Check the method by which airfare was obtained)
Personal Purchase – Enter the amount paid by the traveler. 

NMIMT Purchase – Enter the amount paid by NMIMT.  Check the P-Card box if paid by NMT purchasing card. No reimbursement will be made to the traveler.

Private – If a private plane was used, enter the number of miles and multiply by the allowable rate. Check the P-Card box if paid by NMT purchasing card.
Auto – (Check the appropriate category)
Official - If an official vehicle was used, no reimbursement will be made to the traveler.

Private NMT - If a private vehicle was used, and NMT rates are being used, enter the allowable miles for the destination, multiply by the allowable rate and enter the amount.

Private Federal - If a private vehicle was used, and Federal mileage rates are being used, enter the allowable miles for the destination from www.GSA.gov. Multiply by the allowable rate and enter the amount.  Be sure supporting documentation for the rates has been provided.
Private local at destination – Enter number of miles driven while at the location and the rate being used.  Multiply and enter amount.  Odometer readings are required to claim this expense.

Other Transportation – Check the appropriate category.  Add together if more than one applies.  Enter the amount. Check the P-Card box if paid by NMT purchasing card.

Registration

Registration – Indicate if the registration was prepaid or paid by the traveler.  Enter the amount. Check the P-Card box if paid by NMT purchasing card.

Miscellaneous

Miscellaneous – List each type of miscellaneous expense (parking, internet, tips, etc).  Attach a separate list if needed.  Add together and enter amount. Check the P-Card box if any of the listed expenses were paid by NMT purchasing card.

Total Cost – Add all expenses listed on the reimbursement voucher.

Subtract prepayments, NMT Purchasing Card payments and advances – Enter the total amount to be subtracted.

Total amount to be reimbursed – Subtract the amount of ‘Prepayments, NMT Purchasing Card payments and advances’ from the ‘Total Cost’ and enter here.

Special Instruction Box – Indicate any special instructions or information that is needed to process the reimbursement.

Remit To Box – Indicate where the reimbursement check should be mailed.

Reimbursement Approvals
Requestor – Signature of traveler

Dept./Division Head or PI – signature of the traveler’s department/division head or the Principal Investigator of the grant/contract.

Concur or Second Approval – To be used when a second authorized signature is required, such as requests for actual lodging which must be approved by VP for Administration and Finance.

President – The President of the university must approve all international travel.

Dept. Concur Box – Department may use this box for additional internal review(s) or approvals that they may choose to have.

