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Business Office Travel Process

Pre-Travel

During Travel

PER DIEM REIMBURSEMENT

After your PO has been approved, a travel card may be checked out from
Per procedure 6213P, credit cards will not be used for meals while
traveling. Meals will be reimbursed based on the IRS travel rate for the
location of travel. Receipts are not required for meals being reimbursed.
Receipts are required for Hotel, Parking, Taxi Fare, and Tolls.

Post Travel

For additional questions, please contact the Purchasing
Office (253) 931-4970.



