[image: ]                     [image: ]Review the above list carefully to ensure you have all necessary documentation and information before starting.  
Submitting on behalf of someone? - Slide the button to ‘yes’ and enter your username and Search, as shown below.  
Traveler Details – Your name and information will automatically populate.                                                                                                               




[image: ]Enter the 9-digit account number to which your trip will be charged.   
(there is no search engine)

If you will split the expense between two or more accounts, 
click here to add more account numbers and the percentage or dollar amount to charge to each.
Checking one or more of these boxes will prompt you for additional information.  Most will ask you for corresponding expenses.




[image: ]If you completed a Concur Travel Request prior to your trip, click ‘yes’ and supply the request number.  If you did not, click ‘no’ and you will be prompted for additional information shown on next page. 





[image: ][image: ]Once you’ve selected the purpose of your travel from the list, additional information may be requested, such as the name of the conference and subsequent receipts.
  
If you did not complete a Concur Travel Request prior to your trip, your information is collected here.
  




[image: ][image: ]Selecting ‘Add” will bring this box up to provide details for both your departure and return information.
  
[image: ]  
If personal travel was included in your trip, remember to add a Cost Comparison as described here:
https://www.purdue.edu/operations/travel/regulations/cost-comparison-requirements/
  
If claiming per diem, select ‘Federal Rate’.
  
If meals were provided, click ‘yes’ and add details for each day received.
  








[image: ]If you paid for a meal for business purposes, click ‘yes’ and provide purpose and attendees.
  


[image: ]Provide information on any overnight stays.
  









[image: ]If you selected ‘Fly’, you would see this screen.  If you check ‘Drive’ you would see the screen on the next page.
  
Select Fly or Drive for your travel method.  
  





[image: ]Screen to provide information if you selected ‘Drive’.
  









[image: ]Selecting ‘Yes’ to the second question will prompt you for any incidentals below $75 that you are asking to be reimbursed for.  You will not be required to attach the receipts.
  
Selecting ‘Yes’ to the first question will require you to attach your approved exception document.
  














[image: ]


This is where you will attach your travel receipts.  These can be attached one-by-one or as a compressed file.
  












[image: ]Final page where you submit your travel expenses for reimbursement.
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Account & Budget Information

Was your travel limited o a budgeted amount?
Yes - please provide budget amount

ONo

Account number(s) & Allocation:
#If allocating to multiple accounts, please select "Add Split” and define the split percentages or dollar amounts.

Account #

1. Primary/Sole Account:

Did any of the following apply to your travel? (check all that apply):
‘Third Party/Host Paid Some Expenses

Included Personal Travel
A Dept Purchasing card or other non-personal credit card was used for expenses
Other Purdue employee(s) traveled with me

Other Purdue employee(s) shared expenses with me

No, none of these applied to my travel
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Trip Details

Did you complete a Concur Travel Request?  Enter your Concur Travel Request ID
Oves
No

Travel Type
In State

O out of tate
International

International - Under Warning

inu
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image19.png
Purpose of Travel
O Business guests/Guest speakers

Business meetings

Clinical

Conferences-Academic
Conferences-Administration
Conferences-Research
Contractor/Consulting (non-employee)
County Extension

Development/Cuttivation

Engagement

Fraud Charges & Credits

Mileage-Animal Science Research Education
Mileage-County Extension Services
Mileage-Expanded Food & Nutrition Education
Off Campus Instructional Activities

On-site Technical Support

Professional Development/Training
Recruiting-Athletics

Recruiting-Employees

Recruiting-Students

Research
Research/Instructional/Engagement Leave (over 22 days)
Sabbatical
Surveys/Inspections/Investigations
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Trip Details

Did you complete a Concur Travel Request?
Yes

ONo

Travel Type
In State

O out of tate
International

International - Under Warning

Travel Dates & Location Outl
Start Date Start Time
month/day/year hours:minutes AM/PM

Start Location (full address)

End Date End Time
month/day/year hours:minutes AM/PM

End Location (full address)

Purpose of Travel
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Itinerary Stop 2

Departure City

Date Time
month/day/year 800 AM

Arival City

Date Time
month/day/year 800 AM

“This was personal travel

R E3
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Travel ltinerary & Per Diem

Note: Per diem is calculated at the Federal or State rate unless a lower amount is requested for budget purposes - f you are unsure which rate, select Federal and verify with your business office. I a travel card was used for
meals, you must reconcile them via per diem within Concur

Will you be claiming Per Diem or Meal Expense reimbursement/reconciliation for your travel?
Yes - Federal rate

Yes - State rate
Yes - Other fixed rate (Example: lowered federal rate, only claiming meals, etc.)

No

“This this trip include personal travel?

Please attach a Cost Comparison at the end of this form. You may also select "Attachments" at the top of the form to do this now.

List dates of personal travel

Travel Itinerary Info
Departure City Arrival City
(B 1oitiat ceparture details REQUIRED. Select "Add" torecord.

B2 Retorn seaits rom trip REQUIRED. Select "Add” o record.
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Were you provided meals by the conference/host? Provide the Date and Type of Meal Provided

Oves Breakfast Lunch Dinner
No
month/day/year
month/day/year
month/day/year
month/day/year
month/day/year
month/day/year
month/day/year
month/day/year
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Hospitality Meals

Did you pay for any Hospitality meals?
Oves
No

Hospitality meals require the Business Purpose and all attendees be listed. Please provide that information below:

Business Purpose

Attendees: (Full name, ttle, & department/company)

Please attach this document at the end of this form. You may also select "Attachments” at the top of the form to o this now.
- An itemized receipt is required for all Hospitality meals - alcohol is prohibited
- For detailed documentation requirements, please visit Purdue Travel - Documentation
- *Receipts will be limited to 50MB - you may also upload directly info Goncur via your compuiter or mobile app.
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Lodging

Did your business travel require an overnight stay? (hotels, airbnbs, family/friends’ homes, etc)
Oves
No

Provide below the dates & address(es) where you had an overnight stay.

Please attach lodging receipts at the end of this form. You may also select "Attachments” at the top of the form to do this now.
‘Arecelpt is required for Lodging, regardiess of the amount.

- If you do not have this receipt, please contact the vendor for a new copy.

- For detailed documentation requirements, please visit Purdue Travel — Documentation

- *Receipts will be limited to 50MB - you may also upload directly info Goncur via your compuer or mobile app.
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Transportation

Did you fly or drive to place of business?
OFly
Drive
Which airport did you use?
Indianapolis (IND)
O'Hare (ORD)
Midway (MDW)
Purdue Airport (LAF)
Other

Please attach airfare receipts at the end of this form. You may also select "Attachments” at the top of the form to do this now.
‘Arecelpt is required for airfare, regardless of the amount

- If you do not have this receipt, please contact the vendor for a new copy.

- For detailed documentation requirements, please visit Purdue Travel — Documentation

- *Receipts will be limited to 50MB - you may also upload directly info Goncur via your compuer or mobile app.

How did you getto the airport? Did you use either a rental or rideshare (uber, Lyft, etc) at your flight destination?
Personal Vehicle Rental
Rental Vehicle Rideshare(Uber, Lyft, etc)
‘Shuttle/Rideshare(Uber, Lyft, etc) Neither

Rode with someone else (not including ride service)
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Transportation

Did you fly or drive to place of business?
Fly
Oorive

Airport Selection Reason

Did you drive a rental or personal vehicle?
Rental Vehicle

Personal Vehicle

Rode with someone else (not including ride service)
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Do you have an ADA Accommodation or other approved exception on file?
Yes

No

Do you have any other details about your trip that will need to be included in your expense report? (This may include additional transportation such as taxis/Ubers/trains, material/equipment transport, special circumstances that required additional expenses o fees, etc.)

Yes

No
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Receipt Submission
Each attachment module can handle up to 10 total files for a total of 30 attachments on this form.

The below checklist was generated based on your answers to the questions on this form. You can use the Attachment

checkboxes to more conveniently track what you have an have not yet attached to this form.

o Select File
Hospitality Meal(s)
Lodging Receipt Attachment
ADA Accommodations
Select File

Misc. Receipts

Attachment

‘ I confirm that | have attached all required receipts/documentation.
Select Files.
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Submit Travel Expenses

Thank you for providing your trip details! ~ Please hit "Submit" to complete.
ATravel Expense Assistant will reach out once they have been assigned to your expense report.

- Purdue Central Travel Office
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UNIVERSITY.

Travel Expense Submission

Form Progress
Traveler Detai

Traveler Details

Name:
Constance Reckowsky

Department
470 - School of Management Adm & Instr

Email
connier@purdue.edu

Is this submission being done by a travel delegate? () No

Please note that 1

is form does not save if closed while bei

Please have all your receipts and information alread

Account&Budget  TripDetails Itinerary & PerDiem  Hospitality Meals  Lodging

Transportation

filled out and must be completed in one sitting,

ared and available when filling out this form.

Additional Details ~ Attachments  Submit to Purdue Travel

Please complete the following questions to reconcile travel card transactions and/or claim reimbursement for your Purdue business
travel expenses.

Please note: If this is for Study Abroad travel, the traveler should work with their delegate to ensure all expenses are accounted for and not duplicated between all
forms of payment. You may email purduetravel@purdue.edu with questions, but we are not able to complete your expense report.

Be prepared - you must submit electronic copies of ori

al receipts throughout this form.

See below documentation requirements:

+ Receipts are required for all expenditures greater than or equal to $75
+ Receipts for expenditures less than $75 should not be submitted, unless they are one of those listed below.
+ These receipts are always required, regardless of amount and must be itemized

o Airfare

o Lodging

o Renal Vehicles

o Hospitality meals and must include:

+ Business purpose
+ Attendees full names, title, & department
o Registration
+ Credit Card Statements do not qualify as a receipt
+ Alcohol expenses are prohibited.

If a required receipt has been lost, a Certification for Missing Receipt form (PDE) must be submitted. Reciepts for Airfare, Lodging,
Registration, Vehicle Rental and Hospitality Meal receipts must be obtained from the airline, travel agency, vendor or provider/host.

*Receipts will be limited to SOMB - if your iles exceed this they will need to be compressed. Youmay also upload them directly into your Concur profile through
your computer or the mobile app.





