STUDENTS SEEKING REIMBURSEMENT 

All travel on official College of Law business requires pre-travel authorization, prior to any travel arrangements or expense obligations being incurred. This approval places students on travel status for Risk Management and emergency issues, pre-approves travel purpose, and allows money to be identified to fund the trip. 

Complete a Travel Authorization form for each traveler for each trip https://eforms.fso.arizona.edu/createPdf/5/ and submit it in hardcopy to the Finance Office located in room 201 of the main law building at least two weeks prior to your departure. 

Each traveler must have a separate travel authorization (unique T number for each person and each trip). Failure to comply could result in denial of reimbursement. 

Before submitting your request for reimbursement please make sure you have all the materials necessary to allow us to reimburse you as timely as possible.

Travel Expense Report (TER) forms and original itemized receipts are due, in hardcopy, to Jennifer Kruse no later than 20 business days* after the last day of your conference or event.  
All students are responsible for their own expenses and will only be able to request reimbursement for their own expenses.  Do not pay for someone else's expenses.

What to submit in order to be reimbursed:

-Complete a Travel Expense Report (TER) form https://eforms.fso.arizona.edu/createPdf/6/ 
-Use your full legal first and last name (no nick names)

-Enter your student ID number in the EMPLID field if you are not a UA employee

-Enter your Travel Authorization Number 

-Be specific on what competition you attended in the “Business Purpose section”

-Indicate what meals were provided to you during your trip (by plane/hotel/event/etc.) in the “Notes” section

-Sign on the “Claimant Signature” line
-Attach all original itemized receipts, by laying them flat on white paper and taping them down by category
-Attach a copy of event or conference brochure, if available 
-Submit completed TER form and original itemized receipts in hardcopy to the Finance Office located in room 201G of the main law building
Participants in pre-approved Legal Skills Competitions are not required to submit original itemized receipts for their meals, but they must indicate their trip start date and time, return date and time, and indicate what meals were provided to them during their trip.  Meals will be reimbursed at a maximum of $40 a day, prorated based on travel times and meals provided.
If all other expenses were paid directly by the College in advance of your trip you must still submit a TER form in order to be reimbursed for your meals. 

Original itemized receipts

A valid receipt will have: 

An itemized list of what was purchased, 

The amount of the purchase, 

The date(s) of the purchase, 

The name of the vendor 

A credit card slip is not a valid receipt by itself.
Airline receipts- Reimbursements are based on lowest economy round trip cost. When purchasing tickets via the internet, the confirmation and receipt must indicate the name of the traveler, itinerary and show payment method.

 
Lodging Receipts - Lodging must be with a commercial establishment, and limited to maximum lodging index rates per geographical location http://policy.fso.arizona.edu/fsm/1400/1471. To the extent feasible, hotel rooms must be shared.  Reimbursement amounts assume double occupancy. The original itemized receipt is required, showing the establishment's name, address, telephone number, the dates of lodging, daily room charges and single room rates. A credit card receipt is not acceptable alone.

 
Rental Vehicles (if approved)- Submit the original rental agency agreement showing the dates of use, itemized total cost and proof of payment. Insurance, upgrades, and extra features will not be reimbursed.
If you have questions about reimbursement, please see Jennifer Kruse in room 201G or email her at jkruse@email.arizona.edu.
*Financial Services Office may reduce the number of days you have to submit your reimbursement request in order to meet end of fiscal year deadlines.
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