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.

2.
3.
4

PO Number{s) Po12345

Access the located on the Travel Services website.

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

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

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

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

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.

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.

Arkansas Tech University
EMPLOYEE TRAVEL EXPENSE REIMBURSEMENT FORM, TR-1E

Pleaze mdicate here if you would like to picksp
your check in the Dizharsing Office located at 404 N El Pasa.
Direct depost may be arranged at atu_edulcontroller. See

Sign Up for Reimbursemeat Direct Deposit link at the bottom

DEPARTMENT: Proceremest Services Index: AFBUSN of the page.
Name of Payee: Jase Smith OFFICIAL STATION [Rsul, OZ, ATCC, etc.): REYL
Home Address: 123 Jerry Drive Private ¥ehicle License Number [ £20/F R essarg i cfaimi Heage r f)- 123 ABC
DETAILED EXPENDITURES OTHER THAN MILEAGE Perconal Wehicle Mileage Reimbursment
- RATE | AMDUN
Common Incidental PER T
Carrier Code CLAIME
[airline, train, Incidentals [5ee Total Per MILEAGE D
DATE NAME OF TOWN ¥ISITED etc) Lodging Meals below) Day FROM TO DRI¥EN
1M5/24 | Phoeniz, A2 42538 425,33
15I24 | Little Rock, AR Buzsellville, AR Little Rock, AR g2 052 4264
1M5/24 | Phoeniz, A2 203.25 51.75 0.52
11624 | Phosni 203.25 55.25 052
AMTI24) Littls Rock AR 44.25 £5.00 2 Little Rock, &P Ruzzellville, &R &2 0.52 42.64
052
0.52
052
0.52
052
0.52
052
.52
052
SUB-TOTALS 42535 415.50 151.25 £5.00 1,060.73) TOTALSFORMILEAGE| 164 052 §5.28
If Incidental Code € is used, explain here -
Lodging Provided Stat To b leted if lodging i ided at £ to the Uni it For travel perfarmed as indicated on this travel reimbursement farm, the payment of Incidental Cod
odging Frovide atement-1o he completed If lodging is provided at no cost to the University | ,cnal lodging expense is authorized because lodging within the Federal Travel Ton acicenta Loces
. . . . . . : : Directory rakes was unavailable or unfeasible For the areain which the travel Y
| certify that the person listed below provided lodging to me at no cost while | traveled on University business. i
4 P P aing 4 occurred. | certify that the travel was completed as indicated on this travel g ;arlflng Flee F
Name: Address: reimbursement Farm and if the travel reimbursement is For a volunteer, 2 non-state 4' Eeglstratlonc e; .
employee, andfor official guest(s), to my knowledge, that person will not be 5' Mr::;sg?S?gSta:; GE':;'::
i ip: 3 reimbursed these same travel expenses from any ather source. N
City, State, Fip: Telephone: P! Y 6. Other [Explain Above]
Signature of Traveler: :

Signature of Supervisor: :

Title of Supervizar:

Flevised February 2017

Approved by DFAZ-20-17

Fignaturs of Travel ddminigtrator:

Pleasze note: Reimbursement may take up to two weeks after
completed documentation is received in Travel Services

SUB-TOTAL

MILEAGE CLAIMED
TOTAL CLAIMED

1.060.73

£5.28

$1.146.01



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



