
Required Documentation for Reimbursement of Expenses for Interview Travel
You have been invited to the University of Wisconsin- La Crosse (UW-L) for an interview.  Below is information that will assist you in the reimbursement of expenses incurred as they relate to your on campus visit. 


What forms will you need?
UW-L uses a Travel Expense Report to document and report all travel related costs.  
This form and the instructions can be located on the UW-L website under Business Services.
Form:  Travel Expense Report for Non-State Employees (XLS)
Instructions: http://www.uwlax.edu/budgetandfinance/travel/Expense_Report-Tips.htm
To expedite the reimbursement process, it is useful for you (candidates) to sign the form and attach all receipts to the form prior to departing La Crosse.  

U.S. Citizens will need to include their social security number on the Travel Expense Report.

Permanent Residents will need to include their social security number on the Travel Expense Report.  In addition, to comply with proper business and audit documentation practices, the University of Wisconsin System requires that a copy of the form I-551 (Permanent Resident card which is also commonly called the "green card") or "processed for I-551" stamp in passport be attached to the Travel Expense Report.

Non-U.S. Citizens with a Visa will need to attach a copy of their passport, visa, and I-94 form to the Travel Expense Report

Documentation not available at the time of interview can be faxed to the Business Services department at 608.785.8544.

If you have any questions, please feel free to contact Jason Steiner in Business Services at 608.785.8611 or jsteiner@uwlax.edu
****************************************************************************************************************************
Please Note: Receipts will be required for reimbursement unless otherwise noted.

****************************************************************************************************************************
Meals:  
Meals are reimbursed based on a per diem rate, therefore receipts for meal expenses are not required.  
The per diem rates for meals are: 
	In Wisconsin 
	Out of Wisconsin

	Breakfast = $8.00
	Breakfast = $10.00

	Lunch = $9.00
	Lunch = $10.00

	Dinner = $17.00
	Dinner = $20.00


An example of meals outside of Wisconsin that would be reimbursable is- lunch in the Minneapolis airport on the way to or from an interview.
Hotel:  
Accommodations are reimbursed on a per diem rate as follows:

· La Crosse area is $70
· Accommodations outside  La Crosse area may have a higher rate, please contact business services 

All receipts for accommodations must show a $0.00 balance.

Travel:  
Passenger receipt for plane/train travel is required.   For details on acceptable documentation, see the instructions for the travel expense report, 

Personal vehicle mileage is reimbursed at a rate of $.485 per mile (this includes personal vehicle mileage to and from the home airport). 
Please pay special attention to your UW-L travel expense report making sure to fill in all the information regarding
· Trip dates, and times of departure and return  
· Departure and return times are from /to your home or office - not flight departure / arrival times
This information is required to qualify for meal reimbursement on travel days.
Other:
Submit original receipts for any other expenses (e.g., airport parking, shuttle service, etc.) with your Travel Expense Report.

 If you are not able to submit a receipt for the expense prior to departure, you may fax a copy of the receipt to Business Services at 608.785.8544.
To Do-
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    Travel
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UW-L Travel              Expense Report








