
Completing a TR1 for Travel Reimbursement 

At TR1 form is the form designated by the State of Arkansas and Arkansas Tech University to be 

completed and submitted to Travel Services along with all appropriate documentation to request 

reimbursement for expenses incurred as a result of official university travel. Charges placed on the ATU 

Travel Card will not appear on your TR1.  
1. Access the TR1 form located on the Travel Services website.

2. Key purchase order number(s) that have been issued for your trip.

3. Select the checkbox if you would like to pick up your check in the Disbursing Office.

4. Key the Department Name, Index, Name of Payee, Home Address of Payee, Official Station 
associated with Payee. These are required fields.

5. Personal Vehicle License Number, required if you are requesting reimbursement for personal 
mileage.

6. Enter a separate row of information for each town visited, even if you visit two different towns in 
the same day. Also enter any airfare, lodging, meal, incidental or mileage expense that you have 
for that day. Please see the Meal and Lodging Per Diem  for meal reimbursement allowances. 
Remember to use the 75% per day limit for first and last days of travel. Meals provided by a 
conference may not be claimed fro reimbursement. 

7. Obtain signatures from traveler and supervisor, put with all original receipts except meals (meal 
receipts are not required), signed PO, and any other required documentation such as a Google 
Map or Non-State Form and submit to Travel Services for processing. 

https://www.atu.edu/travel/Excel%20TR1%20July%202023.xlsx
https://www.gsa.gov/travel/plan-book/per-diem-rates?gclid=CjwKCAjwloynBhBbEiwAGY25dIN-8Gr9Ip5vSv891fiXO_5mS6olDLILhhQ2PrtegTNFWpI-it_WmRoCRvEQAvD_BwE



