What is considered “reimbursable?”

(for DOMESTIC and INTERNATIONAL travel)
EXCEPT for the Cohn-Lortel International Theatre-Going, and the Roberts Dissertation awards which carry their own procedures, reimbursement for conference travel is allowed for all domestic and international travel for the following expenses: 
1. CONFERENCE FEES (this does not include membership fees/dues)
2. TRAVEL ….  includes the following modes of transportation:
· By Air (if ticket is purchased on line get internet receipt, a credit card billing is also now accepted by the Business Office if your name appears on it)

· Car Rental (this includes gas and tolls)
· Any other acceptable mode of transportation

Please note:  Taxi fare to and from the airport, and bus or metro fare while at the conference is also reimbursable. 

3. LODGINGS – this is reimbursable, beginning the day of the conference and ending the night before the last day of the conference.  There will be no reimbursement for the following items billed to the lodging/hotel receipts:

· room service meals

· personal telephone calls

· internet access charges etc.
Please also note:  that if you share a room with other conference attendee(s) please ensure that this person/those persons who will be claiming part of the total room expense must get a copy of the hotel bill to accompany his/her/their request for reimbursement
4. MEALS ….. students are reimbursed (ORIGINAL RECEIPTS ONLY) for the following:
· Breakfast
· Lunch 

· Dinner (reasonable amounts for drinks (beer etc. can be included)
Please note:   if you share a meal tab/bill with another student attending the seminar, please indicate which charge(s) is/are yours.  
Your SSN is needed on  all monetary reimbursements
Should you need any further clarification, please consult me (Lyn Gibson) at x8879.
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