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Field Required Note
Mileage Google Maps From LPC to destination – not home address. Mileage 

driven via personal vehicle only. Taxis/rideshares 
recorded under Other Expenses.

Lodging Hotel Bill Separate charges by day. Exclude parking & food.
Meals Food Receipts Itemized, with proof of payment. No reimbursement for 

alcohol or family’s meals. Tips should be reasonable (not 
to exceed 20%).

Registration Confirmation Receipt Name, cost, and proof of payment should be indicated
on the receipt/confirmation.

Transportation Flight Receipt Record your flight under Public Transportation and the 
total cost of your flight under Cost of Transportation.

Other Expenses Receipts Record all additional expenses here, such as parking (no 
valet), taxi/rideshare, Bart, bridge tolls, rental car, etc.

IMPORTANT:
Include all expenses incurred on this conference on the expense table. Expenses paid via a Cash 
Advance (“Less Cash Advance”), Disbursement Request (“Less Disb. Request”), or P-Card (“Less 
P-Card”) should also be recorded in its respective “Less” field.
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