TAXABLE

MEAL REIMBURSEMENT

For

NON-OVERNIGHT TRAVEL

Name of Employee:      
    ID#:     

Department:      

Reason for Travel:      

Location:     

Date:     

I am requesting reimbursement for meals for an out of town trip (one-day) where lodging is not included or in-town luncheon meeting which involved speakers and/or scheduled through lunch AND for which a charge is made. 

Meals:

How many?


     
*Breakfast:  
$     

     
  Lunch: 
$     

     
*Dinner:
$     

Total

$     









  ==========

Funding Source:  Department Account     
-3073

Employee Signature:

Date:


Supervisor/Dept. Head Signature:

Date:


(Amount to be remitted on payroll check less applicable taxes)

* Breakfast: Employee must be in travel status at least two (2) hours before start of scheduled workday.

* Dinner:  Employee must be in travel status at least one (1) hour after end of scheduled workday.
