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TRAVEL REIMBURSEMENT FORM
July 30th-August 1st, 2019 
Washington, DC
NIEER will reimburse you for the following:

· Hotel: Up to 3 nights hotel will be booked for you by CEELO Staff at Georgetown Suites.  Hotel will be paid for you at the time of arrival and reimbursed by NIEER. Additional nights must be approved by Lori Connors-Tadros with justification and reimbursement must include Lori’s approval email 
· Ground transportation. Reimbursement may be requested for ground transportation from the traveler's home, or from their work site to the airport, bus, or train station; and from the DC meeting to the DC airport and home, with itemized receipt showing the addresses. Parking at the airport will also be reimbursed, with an itemized receipt. Mileage is reimbursed at .58/mile.
· Meals not including alcohol, with an original itemized receipt, for meals that are not provided during the meeting. If you share a meal or receipt please indicate who else participated in the meal. 
· Miscellaneous- baggage fees, parking at the airport/train, see below for additional information. We do not pay for movies, internet, etc.  Please see below for Rutgers travel guidance.  

Submit this form with ORIGINAL receipts within 30 days of the conclusion of the meeting and we will issue you a reimbursement for the costs. Please note, this means we will not be able to reimburse you for July meeting expenses if they are submitted after September 3, 2019.  Please remember to double check your addition!! 
Email scanned copy to Tracy Jost at tracyjost@comcast.net.  After Tracy’s initial approval, the original should be mailed to Louise Hornecker.
MAIL with Original Itemized Receipts to:  

Louise Hornecker
NIEER/Rutgers

73 Easton Avenue 

New Brunswick, NJ 08901
Meeting Dates 
July 30th-August 1st, 2019


Project Number- 
801419



     
Name:
_____________________________________________________

Address:
_____________________________________________________



_____________________________________________________

Expenses

Hotel

_____________________________________________________

Mileage:
______________________________________miles@ $.580
Ground Transportation:
______________________________________ 

Meals:
______________________________________

Miscellaneous: 

TOTAL
____________
� See Rutgers University Travel Reimbursement Polices here for more information https://procurementservices.rutgers.edu/travel/reporting-travel-expenses
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