Helpful Tips for Processing Expense Reports
1. Please use the most current expense report found on the travel website.
2. Expense report must be signed by traveler and supervisor.
3. Hotel lodging and taxes must be listed separately and itemized per day.
4. If UHCL prepays the airfare, it must still be included with your expenses, then subtracted under “less amounts paid by University”.
5. If UHCL prepays for the hotel (TAP card), it must still be included with your expenses, then subtracted under “less amounts paid by University”.
6. Effective 9/1/19, itemized meal receipts are not required. Request actual expenses up to daily per diem amount. Snacks, water, coffee, gum, etc. should be included with your meal expenses as well as any meal tips.
7. Conference agenda must be included effective 9/1/17.
8. Mileage to and from home can only be claimed if the distance is shorter than traveling to or from UHCL.

9. Mount all loose receipts on an 8 ½” x 11” sheet of paper.  Attach a calculator tape or document when combining or splitting receipts to help in the auditing process. Consider taking a picture of your receipt as soon as possible as a method of keeping track of your expenses (be sure pictures are clear and legible.)
10. Expense reports for domestic travel must be submitted within 60 days of trip return date, after which, those reimbursements will be processed as taxable income

11. Blanket mileage should be submitted once per quarter at a minimum. 
12. Reimbursement for car rental is limited to the amount on the state contract for an intermediate car. Exceptions may be given when warranted such as a group traveling together may need a larger vehicle. That information needs to be included with expense report. 
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