TRAVEL CHECKLIST – Reimbursement
1. Out of State Travel Reimbursement Form

2. Request for Out of State Travel Form

3. Map

4. Receipts (registration, meals, taxi/shuttle, baggage, parking, etc.)
5. Airline Receipt
6. Meal Reimbursement Form (if necessary)
7. Rental Car Receipt and signed rental contract
8. Hotel Receipt
9. Final Agenda 
10. Employee and supervisor signatures

11. Send to Accounting Section
· Send to Accounting for review and process payment request.
