Reimbursement of meals where travel is less than 24 hours

Is individual traveling on official business outside of the vicinity of his/her headquarters or residence?





Yes





No





Is the travel overnight?





No





Is the meal expense an integral part of a business meeting and are non-OSU people participating?





No





Yes





Reimbursement allowed with documentation and explanation. 


(per diem is forfeited)





No reimbursement allowed





Reimbursement allowed





Yes





These expenses are generally not reimbursable travel expenses:





Fees associated with social or non-mandatory activities at conferences such as tours, sports activities, etc. 


Replacement of lost, stolen or damaged personal articles (e.g., clothes, vehicles, luggage, etc.)


Inordinately expensive meals, lodging, or airfare


Charges to gain entry to a locked vehicle


Personal expenses i.e., laundry/dry cleaning, toiletries, salons/barbers, city tours, golf fees, ski-lift tickets, health and fitness fees, pet care, shoe shine, souvenirs, personal entertainment (e.g., sports events, in-flight and hotel in-house movies, and mini-bar services), newspapers


All expenses related to the personal negligence of the traveler, such as fines (including parking fines, speeding tickets, court fees, towing charges, etc.),


Travel expenses related to family members or companions (including babysitting) 


Actual operating expenses for personal vehicle (gasoline, oil, vehicle cleaning)


Airline stopover charges or additional rerouting of air flight when made for personal convenience


Prepaid phone cards and other prepaid cards 


Medical expenses while traveling


Life, baggage, or travel insurance coverage


Airline club membership dues


Commuter mileage to and from workplace (Columbus Campus)


We have tried to make this list comprehensive. However, if an item is not listed, that does not mean that it is automatically reimbursable. If extenuating circumstances exist, they need to be explained in writing prior to submitting the request for reimbursement.











