Travel Expense Reimbursement – what I need from you 
1. Trip details – provide the dates of your travel and the business reason for your travel, such as the name of the conference
2. The account number(s) to be charged for this trip - Multiple numbers can be used with percentages charged for each number.  (if you don’t have the number(s), the account name will help me look up the number(s) for you.) 
3. PDF Receipts - include all receipts in PDF format.  Common receipts include:
a. Flight – a copy of the flight itinerary, even if paid by organizer (this helps to calculate per diem)
b. Conference registration
c. Rental Car – include a copy of the rental agreement.  If replacement fuel was purchased before return of vehicle, a receipt for this will be needed.
d. Other transportation - all ways of getting to the airport and around the city you are visiting for this trip.  Examples would be Uber, taxi, Lafayette Limo.
e. Airport parking -   this must show date and time your car was parked and name of facility used.  When using your personal car to and from the airport, Concur will automatically calculate the mileage used between the University and airport.
f. Hotel:  itemized receipt generally provided when you checked out.  This needs to show the room rate and any applicable taxes for each day of stay.
It is not necessary to include receipts for highway tolls, hotel gratuities or general expenses under $75 that are not charged to a Purdue travel card.

Are you planning to combine any personal travel around this business trip?  Please visit the site below to review additional requirements.  If you have any questions regarding these requirements, contact me prior to your trip.

https://www.purdue.edu/procurement/travel/regulations/cost-comparison.php





	
Sample 
Trip to Dallas, Texas from 
Friday 1/24/2025 to Monday, 1/26/2025
(this shows a sample of amounts paid)

I departed West Lafayette, IN home at 6:30 am on 1/24/2025, and returned at 6:30 pm on 1/26/2025. 
I drove to the Indianapolis airport and returned on 1/26/2025.
The conference provided all meals on Saturday, 1/25/2025
Registration paid ($600) 
Airline itinerary/receipt from Indianapolis, IN airport to Dallas, Texas and return. ($560)
• Taxi from Dallas Airport to Dallas Hotel Thurs Jan 24 – ($48.00)
• Uber from Hotel to Dallas Airport Sun Jan 26 – ($34.38)
• Parking at Indianapolis Airport 4 days ($56.00)
• Mileage from West Lafayette to Indy airport and back. 



