
DEPARTMENT OF BIOLOGICAL SCIENCES TRAVEL REIMBURSEMENT REQUEST 
Prepared By: Date: TA#: 
Traveler: Employee ID: 
Destination: Conference Name: 
Departure Date/Time (required): Return Date/Time (required): 
Purpose of Travel: 

PCARD EXPENSES 
Registration: Airfare: Lodging: Transportation: 
Baggage: Parking: Other (please describe): 

DATE: CONFERENCE OR MEETING/MEALS PROVIDED: 
□ Breakfast □ Lunch □ Dinner
□ Breakfast □ Lunch □ Dinner
□ Breakfast □ Lunch □ Dinner
□ Breakfast □ Lunch □ Dinner
□ Breakfast □ Lunch □ Dinner
□ Breakfast □ Lunch □ Dinner
□ Breakfast □ Lunch □ Dinner
□ Breakfast □ Lunch □ Dinner
□ Breakfast □ Lunch □ Dinner

EMPLOYEE REIMBURSEMENT REQUEST 
Expense Type Employee 

Paid Amount 
Fund 

Number 
 (4 digits) 

Dept 
Number 
 (5 digits) 

Cost Center 
Number 
(7 digits) 

Project Number 
 (10 digits) 

Registration 
Airfare 
Lodging 
Transportation 
(rental vehicle/fuel)

Per Diem (meals) 
Baggage 
Parking 
Misc 
Misc 
Total 

 

REMEMBER: You must provide ALL RECEIPTS (including copies of Pcard receipts for purchases made BEFORE your trip and any 
conference program) to the DBS admin staff in order for them to complete the requirements for reimbursing travel expenses. If there 
were personal days added onto this travel, you need to provide 3 pages of comparative airline flights. 

Send forms to: BIOL-FORMS@BOISESTATE.EDU 
Notes: 
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