
    OSU Travel Reimbursement Request 

Last Updated: 
01/2018 

Per Diem Tables: http://fa.oregonstate.edu/business-affairs/travel 
Travel Reimbursement Policy: http://oregonstate.edu/fa/manuals/fis/411  
BEE Travel Guide: http://bee.oregonstate.edu/receipt-reimbursements-and-travel-reimbursements 

Instructions 
 Attach all original itemized receipts, agendas
 Note any expenses paid directly by OSU and personal travel combined with business travel
 Reimbursements must be claimed within 60 days of return
 Return form to: Cat Mullins, Cat.Mullins@oregonstate.edu, Gilmore 116, Corvallis, OR  97331
General Information 
 Name:
 OSU ID:
 Index:

 Purpose of travel (include name of conference, dates,
and any travel or funding details):

Itinerary & Per Diem Table 

Date Time Location Breakfast 
($14.25) 

Lunch 
($14.25) 

Dinner 
($28.50) 

Lodging 
($132) 

Total 

   
   
   
   
   
   
   
   
   

List locations where spending the night. Check box for meal per diem and lodging. 
Attach additional pages as needed.   Per Diem list for high cost areas is linked in 
the footer.  No meals allowed on one-day trips. Must have date and time that 
travel began and ended.    Subtotal 1 

 

Auto Mileage 

Date Departed From Arrived at Miles X Rate Round Trip? Total 
$0.545/mile  
$0.545/mile  
$0.545/mile  

Subtotal 2 

 

Other Expenses 

Date Expense Description 
(train/shuttle/car rental/gas/registration, etc) 

Currency (if other 
than USD) 

Total 

Subtotal 3 
Grand Total 

(Required)

http://fa.oregonstate.edu/business-affairs/travel
http://oregonstate.edu/fa/manuals/fis/411
http://bee.oregonstate.edu/receipt-reimbursements-and-travel-reimbursements
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