Some things to remember about Travel Reimbursement 
· You may only be reimbursed for expenses that you pay for yourself.  The state will not reimburse you for anything that you paid for on someone else’s behalf.

· Receipts must be in your name. (i.e. hotel receipts, registration receipts)

· You will be required to provide your social security number in order to obtain reimbursement.  Your reimbursement form will be kept confidential.

· The state does not reimburse NYS taxes.
· No reimbursement is allowed for lunch
Please note that we will do everything possible to make sure you receive your reimbursement. However, sometimes the state regulations are out of our control.  

 If you have any questions regarding travel reimbursement, please contact Tracy Horth at tracy.horth@fredonia.edu or at 3173.

