
TRAVEL FORM 
School of Government
UNC Chapel Hill 
400 South Road | CB #3330 
Chapel Hill, NC 27599-3330 
(919) 962-2469

Name:   _________________________________ 

Address: _________________________________

_________________________________

 PID:          _________________________________ 

 Destination(s):  ____________________________  

Program Code / Course:  ______________________ 

Project ID (if applicable): _________________________ 

Travel Reimbursement – complete and submit within 10 days after travel 

DAY 
DEPARTURE/ 

ARRIVAL TIME 

TRANSPORTATION 
(miles per day, cab fare, 

rental car, parking, airfare)

FOOD 
Check all that apply 

HOTEL ROOM COST
(total of hotel bill / days)

OTHER 
(Internet, baggage 

fee) 

Date: ___________ 
Time: ___________ 

Breakfast:  
Lunch:
Dinner:  

Date: ___________ 
Time: ___________ 

Breakfast:
Lunch:
Dinner:

Date: ___________ 
Time: ___________ 

Breakfast: 
Lunch:
Dinner:

Date: ___________ 
Time: ___________ 

Breakfast: 
Lunch:
Dinner: 

Date: ___________ 
Time: ___________ 

Breakfast: 
Lunch:
Dinner: 

Date: ___________ 
Time: ___________ 

Breakfast: 
Lunch:
Dinner: 

PLEASE SUBMIT FORM INTO TICKETING SYSTEM

Special Situations

Miles:
Cab Fare:
Rental Car:
Parking:
Airfare:

Miles:
Cab Fare:
Rental Car:
Parking:
Airfare:
Miles:
Cab Fare:
Rental Car:
Parking:
Airfare:
Miles:
Cab Fare:
Rental Car:
Parking:
Airfare:
Miles:
Cab Fare:
Rental Car:
Parking:
Airfare:
Miles:
Cab Fare:
Rental Car:
Parking:
Airfare:

• When two or more persons travel together, it is necessary for each person to submit a separate reimbursement request.
• Partial day per diem permitted for breakfast only if departure is before 6:00 a.m., for lunch if departure is before noon or 

return after 2:00 p.m., and for dinner if departure is before 5:00 p.m. or return is after 8:00 p.m.

• Lodging at a non-commercial establishment (e.g., Airbnb) requires advance approval by Central Office.  The approval 
form can be found here: Third-Party Lodging Form

• If you traveled to multiple destinations during one trip, please submit that entire trip as one travel reimbursement.

Purpose of Trip:     _________________________________________________________________________  

https://pstat-live-media.s3.amazonaws.com/attachments/document_30/5430001/f1d34080-f2bb-436e-83ed-331d566560d1/1305.1.1f%20-%20Non-Hotel%20Lodging%20Authorization%20Request%20v%2010-01-2014.pdf?Signature=tpRQC%2B%2FkXXmh2fn1fi2B3p6YiE8%3D&Expires=1550952256&AWSAccessKeyId=ASIASVLI4DFUUCX5G4WA&x-amz-security-token=FQoGZXIvYXdzEKX//////////wEaDIfAr9bBT6mVOuzM2iK3A6HWygaB1cgHpTXzEzwviXv4D3pVwqgsQL55ZMIOnNRdoq785n5QEYpRGPvfXL06IV37Hk9N%2BtkUawMENvrkW/WVKoqYFDY/KynTR6Jpc9aXCKziRCfF1CncydNdzybNiOg8TQv56BvEbhSlmszZRqWS9bEIP5vKJtXpXvjiC0J7/6W0%2Bl5OUQi61yVNZlVorDRM1LPyYdOvEVyBmj3rxqAnvN//U3crs7Rbz9HUPO4TZivJqfE8UfNwpzQANp7Iu1FYLOaqDPef7WAAFyTFQcjAdPbMXsmrMTubVBU9Mx/7bxyuqUoDfuj2mUV2qku%2BiX58aZHGXnhwu1YgRxNFbyJF717yV2m6K7hX8xQtPdfFZe3F41CoQFE91Ca4YvNMome3CGhzyd0q8xc29JinRVtSC6zGxLDFJl6/kwDlC8KnH02g2iAGEAdrQdBBCUiEvj9bfbWWZ1KXSz%2BTUzR1fX8HUu0YHMpTtvU6x6MIOYkDXLb/lXT%2BFJ/ilwhztx%2BDm8gj%2BC%2BoM/JXmQIY8KA10QzYu8qeyrDDGMK3R2TNkc/wLSE8HLc2t9fd32mHN6QHGwC964Y7OpAooa%2Bo4gU%3D
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