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Today’s Agenda

Expense Reports
-Error Messages
-Common Mistakes

Q&A Session

This presentation will be recorded for future viewing

Travel Talks to continue WEDNESDAYS @ 1:30

Travel Talks
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Common Errors
Budget Check
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- Should be paid for by a ProCard or Travel Card. Only!
- This will need an exception granted by the Controller’s Office

-acctspay@louisville.edu

Common Mistakes
Registration Payment

mailto:-acctspay@louisville.edu
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- Room service, mini mart, bar, restaurant, coffee or water or snacks 
- These are considered part of Per Diem

- Employee Out-of-Pocket – Leave off Hotel line of report
- Travel Card – Deduct from Per Diem amount 

- OR employee must reimburse the university

Common Mistakes
Hotel Incidentals
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- Provost Approval Needed
- We will send an email
to get this information

Common Mistakes
International Travel
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- Document attached to verify business purpose for travel
- This also helps identify Per Diem

- If the conference registration fee includes meals, these should be deducted from per diem

Common Mistakes
Conference Agenda/Schedule/Pamphlet
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- Must include:
- Itemized receipt
- List of Attendees
- General description of business discussed

Common Mistakes
Business Meals

Itemized: Non-Itemized:
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- Most economical option
- Travel via car (over ~300 miles) needs a flight comparison 

- Airfare: Economy Required
- University does not pay for upgrades or amenities

- Frequent Flyer purchases
- Blankets, Pillows, Snacks, etc.
- Purchases made with person rewards points 

Common Mistakes
Airfare vs. Driving
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QUESTIONS

COMMENTS

CONCERNS
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