
A Travel Reimbursement:
From Start To Finish



Purpose of Educational Funds

• The purpose of educational funds are to 
support resident education.

• This includes travel costs for residents to 
present their research at conferences.



Process Overview
• A Pre-Approval form is submitted to the GME office.

• After GME approves, the signed pre-approval will be sent back to the preparer. It is the 
preparer’s responsibility to forward the signed pre-approval to his or her department 
CODA person to generate the TAR number for the resident/fellow to book his or her 
airfare through the AAA website. Residents and fellows must turn in all 
paperwork/receipts to their coordinator for reimbursement no later than 45 days from 
the last day of his or her trip.

• Coordinator sends original receipts and paperwork to the department CODA person 
(Keep a copy for your records)

• Paperwork is scanned and entered into CODA, the accounting software, where it goes 
through an online approval process. 

• Travel package is sent to the UMSA Accounts Payable department for payment.

• A check is mailed to the address the resident provided on the T&E form.



Pre-Approval
• ALL expenses must be pre-approved by Dr. Mai or Brad.

• Requests for travel should be submitted at least 30 
days prior to the trip.

• Please allow at least a one week window before 
checking to see if trip/item has been pre-approved.

• International travel limited to only Canada for US-
based groups. In addition to GME approval, it also 
requires UMSA CCO approval prior to trip.



Pre-Approval Form



Be Sure to Include:
1. Date 
2. Name of Program
3. Itemized List of Expenses
4. Estimated Price of Expenses
5. Conference Information (dates, location, name)
6. Traveler Information (include CURRENT address)
7. Traveler Signature
8. Reason for Travel
9. Program Director’s Signature
10. Preparer’s Info



New Vendors/Changed Address

• If a traveler or company is new to 
UMSA, or has not been paid 
within the past 12 months, they 
need to turn in a completed W9 in 
order to be added to CODA.

• If a traveler changed his or her 
address, please info the 
department CODA person to 
submit a request to have the new 
address updated in the system. 



Return from Conference
• The following information should be supplied to the coordinator 

upon return:
1. Signed travel forms (Pre-Approval and T&E)
2. Conference Agenda
2. Original receipts and/or proof of payment for any travel expenses
• Hotel 
• Airfare (to be deducted from the approved 

limit)
• Baggage fee
• Registration
• Taxi cab 
• Parking 
• Mileage (must include MapQuest)



Signed Travel Forms

• There are a total of 2 forms that need to 
go along with the “travel package”

– 1. Pre-Approval
– 2. T & E



The UMSA Travel & Expense ( T & E)
The following items need to be complete 

for timely processing:
1. Traveler’s Name & Address
2. Travel Date
3. Purpose of Travel
4. Per Diem Meals (broken down by date & meal type)
5. Registration Fee
6. Airfare (if applicable)
7. Lodging (if applicable)
8. Mileage Claimed (if applicable)
9. Rental Car Fees (if applicable)
10. Parking Fees (if applicable)
11. “Other” Expenses Amount
12. Less travel advance or amount paid directly to organization
13. Total Expenses (formula)  
14. Traveler’s Signature
15. Supervisor’s Signature



Meals/Per Diem

• The per-diem rate is the IRS per diem rate and is based 
upon the conference destination.

• Per diem must be reduced by the amount of any meals 
provided at conference (even if they did not attend)

• The per-diem should be broken down by day and meal. 
• Meal receipts are not necessary, use per diem rate 

instead.
For travel days, it depends upon the time of departure. 
– Breakfast – travel begins before 6am and extends beyond 8am
– Lunch – travel begins before 12noon and extends beyond 2pm
– Dinner – travel begins before 6pm and extends beyond 8pm, or when travel 

occurs during night hours due to special assignment



Calculating Per Diem:

• Go to www.gsa.gov and click on the line on the left “Per Diem Rates” 
• Click on the state of the travel destination
• Enter the City name. It is optional. Click Next. Then Click Look Up 

Rates

http://www.gsa.gov/


Meals/Per Diem

San Francisco, CA breaks down to $18 for breakfast, $19 for 
lunch and $34 for dinner. Enter these amounts on the T & E by 
day.

The Breakdown of Meals and Incidental Expenses chart below 
gives you a breakdown per meal. 



Subtracting for Meals Provided

Attached is the “At-a-Glance 
Schedule. This is used to 
determine the per diem. Every 
travel reimbursement MUST have 
a conference schedule.



Subtracting for Meals Provided

•Highlight any meals that were 
provided at the conference. 

•Look for the keywords 
“Reception” this indicates a 
meal was provided.

•Note any events where an 
additional fee is required do 
not reduce the per diem



Subtracting for Meals Provided
•Use the agenda to complete the per diem on the T & E listing each meal 
separately. For our example, if the traveler left Tampa at 2:00 pm on 
10/14 and returned at 3:00 pm on 10/19, the per diem would look like 
this:



UMSA Travel & Expense Form
Finish completing the T &E
A few things to note:
• If a registration fee was reimbursed 

previously to the individual, list 
that on the T&E but subtract that 
from the Less Advance Received.

• If airfare was paid directly by 
UMSA through Concur, list that on 
the T &E but subtract that from the 
UMSA paid charges.

• An example of a completed form 
is shown to the right. The only 
thing that’s left is BOTH the 
traveler and his or her supervisor 
to sign it.



Receipts and Proof of Payment
“When reimbursing individuals for 
expenses paid out-of-pocket, clear 
and evident proof of payment made 
by the individual requesting 
reimbursement is required.”

•Original receipts are required

•Receipts must show both WHO and 
HOW paid

This receipt only shows paid. It does 
not show WHO paid or HOW it was 
paid, so the traveler will need to 
submit further proof of payment, 
such as a cancelled check or copy of 
their credit card statement



•Original itemized receipt required. The 
hotel bill needs to show a payment 
made by the traveler resulting in a zero 
balance. 

•The example to the right does NOT show a 
$0 balance so the traveler must also supply 
proof of payment such as credit card 
statement.

•Subtract any room service charges

•The maximum rate is $250 per night 
unless it is the Conference hotel

•Traveler is only allowed 1 day prior to 
conference

•Local hotel not reimbursable. Must be 
farther than 50 miles from USF

Hotel Expense



Airfare
Travelers must book their airfare 
through the AAA website starting July 
1, 2012 by using the four digit TAR 
number and the four digit department 
code assigned in CODA. Traveler must 
provide a copy of the email receipt 
with the amount from AAA to be 
deducted from the approved amount 
of the trip.



Other expenses
Taxi cab- Original receipts required for all taxi fares. Tip should 
not exceed 15%

Parking- Original receipts required

Mileage- A map-quest printout showing the number of miles 
between locations. The current mileage rate is $.545 per mile.



Finally…

• The traveler has 45 days from the last 
day of his or her trip to submit their 
paperwork.

• The maximum allow per trip a traveler 
can receive is $2,000.

• It takes several weeks for a 
reimbursement to be issued. Any 
incomplete forms will result in further 
delays.



Final Thoughts…

• Remember the purpose of the funds are to 
support resident education.

• Also keep in mind that these are government 
funds, so they take a while to process due to 
auditing & accounting requirements. Please 
be patient.

• Thank you!!
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