Travel-Receipt Guidelines
SELF ONLY TRAVEL (12 hours or under):  

1. Will be reimbursed for one tank of gas and parking only.  
2. Receipts must be legible with date and time.
3. Will not accept credit card receipts.
TRAVEL WITH AUTHORIZED NON-MEDICAL ATTENDANT (12 hours or under): 
1. Only the non-medical attendant will be reimbursed.

2. The non-medical attendant will be reimbursed for one tank of gas and parking only.  

3. Receipts must be in non-medical attendant’s name.

4. Receipts must be legible with date and time.

5. Will not accept credit card receipts.  
6. Must maintain separate receipts.
SELF ONLY TRAVEL OVERNIGHT:  
1. Will be reimbursed for gas, parking, and up to the per diem limit for lodging and meals.  The first and last day of travel is 75% of per diem for meals.
2. Must present legible receipts with date and time for all expenditures.

3. Meal receipts must be itemized.  
4. Will not accept credit card receipts.
5. If traveling with non-authorized individual, that individual is responsible for his/her own expenses (meals, lodging, etc.).  Must maintain separate receipts.
TRAVEL WITH AUTHORIZED NON-MEDICAL ATTENDANT OVERNIGHT:  
1. The non-medical attendant will be reimbursed for gas, parking, and up to the per diem limit for lodging and meals.  Lodging receipts must be in attendant’s name.  The first and last day of travel is 75% of per diem for meals.
2. The patient will be reimbursed for meals on the days he/she is not in the hospital.

3. Separate receipts must be kept by the patient and non-medical attendant.

4. Must present legible receipts with date and time for all expenditures.

5. Meal receipts must be itemized.  

6. Will not accept credit card receipts.

7. If traveling with non-authorized individual, that individual is responsible for his/her own expenses (meals, lodging, etc.).  Must maintain separate receipts.
· Submit worksheet at least seven days in advance of appointment.

· Please do not highlight information on receipts.
· If patient or non-medical attendant is active duty, they must obtain travel orders from their respective unit.

· Per Diem varies from area to area.

· Claim for reimbursement for expenditures must be submitted within five days after completion of travel.
· If any questions, please call Sherry Bice, RHIT at 256-955-8888, ext 1616.
· Any unresolved issues or disagreements must be submitted in writing to Jan Fursdon, Chief, Medical Records Department, Fox Army Health Center, Redstone Arsenal, Alabama.

