
Biology Travel Claim Checklist 
Checklist items below are explained in detail in the Travel Claim Information Sheet. 

 

□ Approved Travel Request  

□ Itinerary/Schedule for the Event or Conference that indicates the dates of the event 

□ Travel Claim Excel Form Completed (All expenses have original receipts)  

□ FOAPAL- The fund number is included on the claim   

□ Travel by air, all flight documents are attached; boarding passes, proof of payment, 

baggage fee receipts and flight itinerary 

□ Travel by personal vehicle, a map is included for the distance to and from destinations for 

total kilometers.  

□ Was there personal travel during your trip? If Yes, a quote for the expenses related to the 

University business portion must be provided.  

□ Accommodation receipts include proof of payment  

□ Ground Transportation receipts include where the travel originated and ended. Tips are 

excluded  

□ Per diem excel form is completed. All Per diems are listed on a daily basis on the per diem 

form spreadsheet  

□ The claim has been signed using the adobe certified signature   

 


