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  VPHS Travel – How to Guide        

First things first – always be sure there is adequate funding available 
and travel should ALWAYS be by the least expensive method available.  

When in doubt….ASK - Never Assume! 
 

All University and VPHS procedures and policies must be adhered to at all times. 
VPHS/School of Medicine procedures and policies will supersede those of the University when applicable. 

 

TRAVEL FORMS AVAILABLE ON THE VPHS BUDGET & FINANCE WEBPAGE! 

The computer generates a unique number to each request / claim and we have to have unique numbers to input into 

the system.  Failure to go on-line to get a new form will result in a delay in processing with the risk of being sent back.  

 

Prior to Travel: 

Documents that are needed to file a Travel Request (prior to event): 

A completed Travel Request includes the following items: 

1. Copy of Conference Registration Form and/or Receipt. 
2. Airline itinerary showing total costs (include baggage fees if applicable) 
3. Copy of the Program Flyer/Agenda, Schedule of Events or Invitation to Present. 
4. Copy hotel rate/reservation  
5. Travel Advance (if requested/if applicable).  Please list amount and reason for the Travel Advance. 
6. Completed Travel Request Form with GSA rate attached 

 http://www.unr.edu/gateways/faculty-and-staff/forms  Select the “Travel Request” Form. 
You will find a link to the GSA website on the Travel Request form that will enable you to get the most current 
updated information for per diems.  These print outs must be included with the submission of the travel 
request.  

7. Completed Travel Worksheet 
8. Memo stating justification for a rental car (if applicable) 

  Web Site for Contracted Car Rental Vendors: 
  http://www.unr.edu/vpaf/controller/ 

9. If you are submitting a Travel Request after travel has begun you will need to also submit a memo addressed to 
the VP\Dean explaining why proper procedures were not followed.  This memo will be submitted with the Travel 
Request to the Budget and Finance Office.  

 
 
 
“Welcome home….but wait…you are not quite finished…..” 
 

After the Event Travel is completed: 

Documents that are needed to file a Travel Claim (No later than 10 days upon return): 

1. Itemized hotel receipt 
2. A receipt for registration (showing proof of payment).(If not submitted with the request) 
3. A receipt for the airline ticket(s) 

 

http://www.unr.edu/gateways/faculty-and-staff/forms
http://www.unr.edu/vpaf/controller/
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4. Copy of the Program Flyer/Agenda, Schedule of Events or Invitation (if one was not attached to the original 
travel request) 

5. Original taxi receipt(s) 
6. Original detailed parking receipt(s) 
7. Original rental car receipt(s) (Be sure to follow Rental Car guidelines) 
8. Original gas receipt(s) for rental car  
9. Copy of any purchasing card transactions used on this trip. (Original receipts go with the P-card Statement (PVS 

Statement) 
10. Motor Pool Form (when applicable) http://www.unr.edu/administrative-manual/500-1999-fiscal-and-business-

affairs/travel/1413-private-automobile-usage     
11. Note –UNSOM employees need to submit original detailed meal receipts.  DHS employees are issued the “per 

diem rate” for meals based on destination GSA rates.  
12. Reimbursement of an employee for personal consumption of alcohol while in travel status is prohibited. The rule 

does not apply to hosted events while in travel status, however. Hosted alcohol limits are $20.00 per person 
which includes the corking fees. 

13. There is a 20% MAX on any gratuity paid by an employee with any University funds. 
14. Incidental expenses are based on the GSA rate for destination location.  They are to be listed on the Travel Claim 

form separately from other expenses, however the days may be grouped together (i.e. 3 days x $5 = $15.00 total 
for incidentals)  

15. Completed Travel Claim form 
  http://www.unr.edu/gateways/faculty-and-staff/forms Select the “Travel Claim” Form. 

16.  Submit completed Travel Claim to the VPHS Budget and Finance for those positions reporting to the dean or 
travel whose travel is being reimbursed from one of the dean’s accounts.    
 
 

General Information – Important web site links and contact information. 
 
Nevada State Motor Pool Forms- http://motorpool.state.nv.us/WebPages/forms.htm 

  Reno (775) 688-1325         Fax (775) 688-1309 
  Las Vegas (702) 486-7050     Fax (702) 486-7042 
  Carson City (775) 684-1880   Fax (775) 684-1888 
 

Important Information: 

1. Travel requests and Travel Worksheets must be submitted for every out-of-state trip lasting more than 24 
hours.  Send documents to the VPHS Budget and Finance Office. 

2. The University purchasing card CANNOT be used for lodging or meals.  
3. Meals provided as part of the Event (i.e. Conference) will not be reimbursed separately. 
4. Receipts should be taped to an 8 ½ x 11 sheet of paper (no stapling please) 
5. P-cards can be used on travel items such as: registration, airfare, car rental and taxi.  
6. Failure to fully complete forms may result in less reimbursement received.  

 
Employee’s traveling without prior authorization or incomplete documents risk the possibility of not receiving the full 

allowable reimbursement rate and/or may be required to refund the Board of Regents for expenses incurred by the 

University.  
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