
Top Ten Employee Reimbursements Auditing Error List:  

1. Lodging Receipt – 
More than one 
occupant 

Please provide the name of the other occupant(s) and their relationship 
with Iowa State University. If the other individuals were family 
members, please note on the reimbursement and whether an additional 
charge was incurred. If an additional amount was incurred, that amount 
must be deducted from the amount claimed. If there was not an 
additional expense for the other individuals, please note this on the 
reimbursement. Please see: 
http://www.controller.iastate.edu/travelinformation/faq-lodging.htm, which 
discusses additional documentation information when all occupants 
were on ISU business.  

2. Mileage claimed over 
800  miles round-trip 
without a Fly Versus 
Drive comparison  

Please see: http://www.controller.iastate.edu/travelinformation/faq-mileage.htm. 
Please note on the reimbursement if one of the situations apply for an 
exception to be granted. Please contact Erica Burkheimer at 4-1940 for 
instructions on completing the comparison after the trip has occurred.  

3. Proof of Payment 
Issues 

The information provided (e.g., hotel receipt, registration receipts, etc) 
must show that the individual requesting the reimbursement incurred 
the expense as well as what was purchased. If the individual who is 
requesting reimbursement is not listed on the paid receipt (e.g., lodging 
receipt, registration receipt, etc) they must provide proof of paying for 
the expense.  
 
Acceptable examples to prove payment include, but are not limited to: a 
paid receipt with the payee’s name listed, copy of a cancelled check, or 
copy of a credit card statement with all information blackened but the 
charge and the person requesting reimbursement’s name.  

4. Group Meal Receipt-
Meal Itemization not 
provided 

All group meals require an itemized receipt. If an itemized receipt is not 
available the payee is required to complete a Certificate of Missing 
Receipt found at:  
http://www.controller.iastate.edu/travelinformation/cert_missing_receipt.pdf   
This information is discussed in more detail at:  
 http://www.controller.iastate.edu/travelinformation/allowableexpenses.htm  

5. Lodging Receipt – 
Receipt is not 
itemized 

An itemized hotel receipt is required regardless of the dollar amount. 
For additional information please see:  
http://www.controller.iastate.edu/travelinformation/faq-lodging.htm  

6. Merchandise Receipt 
– Only charge receipt 
is provided 

An itemized receipt is required for such items on both Travel and Non-
travel reimbursements regardless of the amount. A credit card charge 
slip is not sufficient documentation. Please see: 
http://www.controller.iastate.edu/ertutorial/receipts.htm for more information.  

7. Airfare paid on 
Federal Funds – Non-
Compliance with the 
Fly America Act 

Airfare that is paid on Federal Funds must comply with the Fly America 
Act. Please see: http://www.controller.iastate.edu/travelinformation/foreigntravel-

airfare.htm  and 
http://www.controller.iastate.edu/travelinformation/airfarerestrictions.htm. 
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8. Business Travel with 
Personal Travel 
Intermingled  

 
 
 
 

When faculty and staff travel in conjunction with personal vacation, the 

following standards should apply:  

 The business portion of the travel is justified.  

 The travel agent has provided a written quote outlining the 

costs for the business portion of the trip.  

 When vacation or personal requirements cause indirect routing, 

the cost of the direct route required for ISU business was 

compared and documented. Reimbursement must be capped at 

the lower of the two quotes.  

 University or federal policy requirements for travel were met for 

those segments of the trip identified as business related.  

All other expenses (e.g., lodging, car rental, parking, etc.) should be 

prorated to exclude personal days and meals should not be claimed for 

personal days.  

Please see the following for more information: 

http://www.controller.iastate.edu/travelinformation/faq-airtravel.htm and 

http://www.controller.iastate.edu/travelinformation/faq-mileage.htm.   

9. Meals Taxed In Error Meals on trips not requiring overnight travel are required to be reported 

to the IRS as taxable income unless the primary purpose of the meal 

was to discuss business with a non-ISU employee. The Employee 

Reimbursement System automatically records non-overnight meals as 

taxable. If the primary purpose of the meal was to discuss business, you 

should override the default setting by changing the taxable meals 

indicator for that meal to No, and stating the reason for the overriding 

the default setting in the Other Comments box at the bottom of the 

screen. Please see the following for more information:  

http://www.controller.iastate.edu/travelinformation/faq-meals.htm  

10. Per Diem Issues – 
Meals and Lodging 

Iowa State University allows the per diem method for foreign travel, but 

not for domestic travel.   

Several common errors:  

 Inconsistent use of per diem. The traveler is allowed to use the 

actual rate for lodging and a per diem rate for meals and 

incidental expenses, or vice versa. The traveler must remain 

consistent within that expense category for the duration of the 

trip.   

 Missing lodging receipts when claiming per diem. Lodging 

receipts are required, even when using the per diem method.  

 Using the wrong rates. Use the rates for the month traveled 

rather than the rates for the month the reimbursement is 

completed. In addition, each city has separate rates for lodging 
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and meals and incidental expenses. Any city not listed for per 

diem under a country takes the "Other" rate published for that 

country. An unlisted suburb of a listed city takes the "Other" 

rate, not that of the location of which it is a suburb. 

 Failure to note the amount of meals claimed is a per diem or 

percentage of the per diem allowed. A toggle box appears to the 

right of the Foreign Per Diem link to allow you to click Yes if you 

are electing to use the per diem method for meals.  

The following links discuss per diem issues in more detail: 

 http://www.controller.iastate.edu/travelinformation/foreigntravel-

perdiems.htm   

 http://www.controller.iastate.edu/travelinformation/foreigntravel-

perdiems.htm#mpd  
Please contact Jane Houk (294-5180) or Erica Burkheimer (294-1940) if you have questions.  
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