Graduate 3 URIHVVLRQDO School
Sam Houston State Wrersity

A Member of The Texas State University System

Travel ExpenseReimbursement 7L SV

Physical Address:
THPSOW®WWIRMG M@WRRU
WE&W
Huntsville, TX 77340
Phone: 936-294-2408

E-mail: JUDGIXQGLQJ@shsu.edu

A 7rael (xpense 5eport Z L GubmEeEHIR Q \ R X U affard ydub talvel. Pleassubmit your SHLPEXUVHPHQW
DQG DSSOLFDEOH UHFHLSWV WR WWHKKR RUWD G R B/RHNNBIMMKBEIRIHVVLRQ

Here is some information about Travel Expense Reports

Pleasenote meals D (RH/parDof the travel reimbrsement folheGraduate 3 U R | H VS¢hoRIQ D O

The itemghat maybe reimbursed are: itemized hotel bills or lodging bills, car rental, registration fee, airfare
with ticketnumber,baggag fees, taxi and shuttlparking, and tolls. Fuel snly allowed with rentatar.
Mileage is reimbursablehen drivinga personalehicle. All otheritemsarenotreimburV D E O H.

Registration fees (for conferences) are reimbursed through a travel expemse rep
Membershig fees are not.

You may submitthe HLPEXUVHPHQW )RUP D Q Guideorail D\SFS 00 BERO H VKN KHH 6 W V

6FUMKRWY RI UHFHLSWV FDQ EH [BFEQ X ®H ®H@WSEHKRWILIGHD ©/H RICE OKHR [
GRFXPHQWY DUH SUHIHUUHG

Pleas&knowthatafter The GraduateD Q G 3 U R I1$tWOsIkBQIR @outravel expese report to the Travel
Office the reimbursement timingis usually ZLWKin2TfO T



