Good Afternoon,
There is a new policy for filling out travel forms that we would like to bring to your attention.  

Forms that are blank except for the traveler’s signature can no longer be accepted.  Parts I, II, and III on the form must be filled out completely.  Please also include the account which should be charged on the top of the form.
Please use the Foreign Per Diem rates: http://aoprals.state.gov/web920/per_diem.asp or the US Per Diem rates: http://www.gsa.gov/portal/category/21287 if food receipts are not available (M &IE column).
Please use the Currency Converter: http://www.oanda.com/currency/converter/
if there are foreign receipts.  Please use the date of the receipt when converting from the foreign currency to US dollar and include a printout of the conversion with the transaction.

Please also remember that we do not reimburse for gas unless a car is rented (the rental statement must be turned in).  The Business Travel Mileage rate can be looked up here: http://www.irs.gov/newsroom/article/0,,id=216048,00.html and we can reimburse for the number of miles driven.

If these things are not complete, the form will be returned to you.

Please contact Krysta halyekl@sas.upenn.edu or Joel jpielach@sas.upenn.edu  with any questions about these policies.

Thank you,

Claudia Cohen Hall Business Office

