TRAVEL REIMBURSEMENT POLICY
Reimbursement for Department of Surgery travel will be paid as per the following guidelines.

1. Reimbursement will only be paid for Department of Surgery approved meetings and travel as per the educational meetings policy.

2. All reimbursement receipts must be submitted within two weeks of the last day of the meeting attended.

3. Reimbursement will not be provided for rental vehicles in any circumstance.

4. Reimbursement for hotel rooms will be based on a single room rate unless there are two UND Department of Surgery employees staying within the same room. 

5. Meals will be reimbursed at a per diem rate which varies according to the location of the travel destination. It is not necessary to turn in receipts for meals.

6. Paid receipts are necessary for all other expenses including transportation costs, meeting registration and other miscellaneous expenses associated with the travel or meeting.

7. Social program event expenses will not be reimbursed.

8. Residents may schedule their own airline arrangements, but these will only be reimbursed at the prevailing coach rate. The Department of Surgery office must be notified if the residents are making their own airline reservations. It is advisable for the residents to check with the Department of Surgery office as to what rate they will be reimbursed. The reimbursement will only be dispersed after a paid receipt is submitted. Residents who elect to schedule their own travel will not be reimbursed until all receipts are submitted after the travel is completed (see #2 above). If you would like the Department to pay for your airline ticket directly this may be done as well.
9. Registration fees will be paid through the Department of Surgery office. 
10. Residents will be allowed a total stipend of $1500 for their annual educational meeting expense reimbursement. 
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