GUIDELINES FOR RETURNING TRAVEL REIMBURSEMENT CLAIMS
Travel reimbursement claims will be returned to departments when one of the listed conditions exists that prevents the travel reimbursement claims from being processed as received.
1. If the amount claimed on the travel reimbursement claim is calculated incorrectly and needs to be changed, the travel reimbursement claim will be returned if the calculation error is caused by one of the following:

a. Incorrect per diem rate

b. Incorrect per diem calculation

c. Incorrect mileage rate

d. Incorrect lodging amount

e. Incorrect calculation of hours in travel status
f. Incorrect total number of miles

g. Incorrect invoice amounts

h. Or any other calculation errors on the face of the travel reimbursement claim

2. If the travel reimbursement claim is prepared on the wrong claim form.

3. If the traveler has not signed and/or dated the travel reimbursement claim form and/or the out of state travel request.

4. Insufficient approval signatures on travel reimbursement claim and/or the out of state travel request.

Departments will be called and will have the option to pick up the rejected travel reimbursement claim from University Accounting (304 Whitehurst) or have the travel reimbursement claim returned via campus mail or courier.  Departments who elect to pick up the travel reimbursement claim must do so within three working days.  After the third day, the travel reimbursement claim will be returned via campus mail or courier.  University Accounting will maintain a log of all returned travel reimbursement claims.  University Accounting will attach a rejection sheet with the travel reimbursement claim documenting items needing correction.  To expedite processing of the corrected travel reimbursement claim, the rejection sheet should be attached to the resubmitted travel reimbursement claim.
