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TRAVEL REIMBURSEMENT FORM 

	First / middle / surname
(as it appears on passport)
	     

	Home address
	     

	
	     

	Telephone
	     

	Email address
	     

	Social Security number
	[bookmark: Text5]     

	Country of citizenship
	     

	Purpose of trip
	To attend LOSI 50th Anniversary Conference

	Time and date of departure from home/office
	[bookmark: _GoBack]     

	Time and date of return to home/office
	     


	

	TYPE OF EXPENSE
	EXPENSE
	AMOUNT                                                                                                                                       (we will do conversion
 into US$ for you)

	Airfare/rail/train
	     
	     

	
	     
	     

	Taxi/shuttle/bus
	     
	     

	
	[bookmark: Text13]     
	[bookmark: Text32]     

	
	[bookmark: Text14]     
	     

	Parking
	[bookmark: Text15]     
	     

	
	[bookmark: Text38]     
	[bookmark: Text39]     

	
	[bookmark: Text16]     
	     

	Lodging
	[bookmark: Text17]     
	     

	
	[bookmark: Text18]     
	     

	
	[bookmark: Text19]     
	     

	Meals (please itemize)
Travel < 24 hrs = $0
Travel > 24 hrs = $71 max/day
	[bookmark: Text20]     
	     

	
	[bookmark: Text21]     
	     

	
	[bookmark: Text22]     
	     

	
	[bookmark: Text23]     
	     

	
	[bookmark: Text42]     
	[bookmark: Text43]     

	
	[bookmark: Text44]     
	[bookmark: Text45]     

	Other
If requesting mileage reimbursement, include license plate number.
1/1/2013 and after = $.565/mile
	[bookmark: Text25]     
	     

	
	[bookmark: Text26]     
	     

	
	[bookmark: Text27]     
	     

	
	[bookmark: Text28]     
	     

	
	[bookmark: Text40]     
	[bookmark: Text41]     

	Total
	     



I certify that the above is a true statement, that the expenses claimed were incurred by me on official University business on the dates shown, and that I have attached original receipts for each expense of $75 or more, as required by University policy.

	Signature
	
	Date
	




TRAVEL REIMBURSEMENT INSTRUCTIONS
Return completed documents to Karen Chin by email or regular mail
Email = kchin@law.berkeley.edu
Mailing address = School of Law, 381 Boalt Hall, University of California, Berkeley, CA 94720-7200

	FOR US CITIZENS:

1.	Travel reimbursement form 

2.	Receipts for all expenses ($75 or more) for which you are claiming reimbursement

	Please make sure that the receipts for air travel, hotel, and car rental show:
a.	Detailed description of services (e.g., itinerary for airfare; dates and daily rate for hotel and car rental)
b.	Amount paid and zero balance on receipt
c.	Method of payment (e.g., cash, check, or credit card)





	FOR NON-US CITIZENS:
Please be sure to travel to the United States on a business visa (B-1). The University cannot process reimbursements for visitors traveling under tourist visas. 

Citizens from certain countries, such as Japan or the United Kingdom, are allowed to enter the United States with the WB visa under the Visa Waiver Program.  For more information, see the Department of State website at:  http://travel.state.gov/content/visas/en/visit/visa-waiver-program.html.

1.   	Travel reimbursement form 

2.	Receipts for all expenses ($75 or more) for which you are claiming reimbursement

Please make sure that the receipts for air travel, hotel, and car rental show:
a.	Detailed description of services (e.g., itinerary for airfare; dates and daily rate for hotel and car rental)
b.	Amount paid and zero balance on receipt
c.	Method of payment (e.g., cash, check, or credit card)

3.	Copy of passport face page 

4.	Copy of visa 

5.	Certificate of Foreign Status for Federal Withholding (UC W-8BEN)

6.	Certification of Academic Activity

7.	I-94 Card or ESTA receipt

I-94 recipients:  The I-94 is issued by Homeland Security upon your arrival and will be taken away when you depart.  Please be sure to make a copy of the card BEFORE you leave the United States.

ESTA travelers:  Visitors entering the United States under ESTA (Electronic System for Travel Authorization) should provide a copy of the ESTA receipt.  

Visa Waiver Program travelers:  Visitors entering the United States under the Visa Waiver Program are no longer issued the I-94, so that document is not required for reimbursement.

8.   	Wire transfer request form (required for non-US bank accounts only).
Please note that this form must typewritten OR completed with the Adobe Acrobat form fill-in capacity.  The UC Berkeley Disbursements Office will not accept handwritten forms.
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