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Budget Template for SLA PhD Program Grants 

Name ______________________________________________ Date ________________ 

1 2 3See notes on page 2 

Budget Item Amount Requested 

Registration 
Lodging1

Meals and Incidentals2 

Travel3 Airfare 
Baggage 
Mileage 
Parking 
Vehicle rental 
Tolls 
Ride-share, taxi/public 
transportation - train, bus, 
etc. 

Other – please list 

Total ___________________________ 
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Please note: 
Travel expense reports must be submitted within 90 days of the travel or the expenses 
will not be reimbursed. Travel expenses that may be reimbursed through this award must 
adhere to university travel and accounting policies. It is strongly suggested that you meet 
in advance with Pang Thao, Language Institute Accountant (pang.thao@wisc.edu ) to 
make sure that anticipated expenses are reimbursable and that purchases are made 
through approved vendors. 
 
1Lodging: All lodging must be reserved through the Concur online system, directly with 
an Agent at Travel, Inc.,  by booking directly with the lodging facility, or by booking 
through Airbnb. Use of other third-party booking sites (e.g., VRBO, Hotels.com, 
Travelocity) is prohibited. The University has contracts with various lodging suppliers in 
top travel destinations, including Wisconsin. UW contract rates are only offered within 
Concur. Please note that lodging maxima vary depending on the state. 
 
2Meals and Incidental Expenses (M&IE): M&IE are reimbursed based at the per diem rate. 
This per diem amount is calculated based on the federal established rates and is subject 
to change. Any meals provided by UW-Madison hosts are deducted from the per diem 
meal allowance. First and last days of travel are paid at 75% of the M&IE per diem 
allowance.  
 
3Travel:  
Airline reservations must be made with Travel, Inc. via Concur, a self-booking tool to be 
eligible for reimbursement. Travel by air must be limited to the lowest, logical, non-
refundable, coach/economy class fare available. 
 
Mileage & Parking: Mileage reimbursement is described in this policy.   
Documentation requirement: The originating location and destination must be provided 
with the reimbursement claim. Travelers must submit a map indicating the total distance 
between their origin and destination. (See Google Maps.) A 10% tolerance may be used 
to account for detours, incidental miles, etc. An explanation must be provided for 
mileage claims that exceed the direct route by more than 10%. 
 
Train, Bus, Taxi and Other Public Transportation 
Reimbursement will be limited to the lowest cost of the most reasonable form of public 
or commercial transportation options. Train travel is limited to coach class unless 
traveling overnight, when accommodations are limited to a roomette. Travelers can be 
reimbursed for their use of ride-sharing services (e.g. Uber, Lyft) while in travel status. 
Use of premium ride sharing services (e.g. Uber Select, Lyft Premier) is not reimbursable. 
Tips for drivers are limited to 20% of the total fare. 
 
You must submit receipts for all expenses for which you are requesting reimbursement, 
up to the amount of the award. You may request reimbursement for conference 
registration and airfare (or bus or train fare) as soon as those purchases are made (and in 
advance of the actual travel).  
 

https://businessservices.wisc.edu/travel-reimbursement/planning-a-trip/
mailto:pang.thao@wisc.edu
https://businessservices.wisc.edu/travel-reimbursement/planning-a-trip/reserving-lodging/
https://businessservices.wisc.edu/travel-reimbursement/planning-a-trip/meals-and-incidentals/
https://businessservices.wisc.edu/travel-reimbursement/planning-a-trip/
https://businessservices.wisc.edu/travel-reimbursement/planning-a-trip/booking-rental-car-fleet-vehicle/#personal
https://policy.wisc.edu/library/UW-3019
https://www.google.com/maps/
https://businessservices.wisc.edu/travel-reimbursement/planning-a-trip/
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Receipt Requirements 
The university requires that travelers provide itemized receipts for travel-related 
expenses for which they would like to be reimbursed, including but not limited to 
baggage fees, vehicle rentals, parking, taxis, and tolls. Receipts are not required for 
expenses included in the Meals & Incidental Expenses, which will be reimbursed as per 
diem allowance. 
 
If you have any questions about travel expenses and reimbursement, contact the 
Language Institute accountant.  
 
 
 
 
 
 

https://businessservices.wisc.edu/travel-reimbursement/getting-reimbursed/#receiptrequirements
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