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WSGC Travel Expense Form - Reimbursement Instructions
Team budgets must be submitted to WSGC as outlined in the award agreement letter in order for reimbursements to be issued. All costs
associated with this program must be necessary and reasonable for this award, following all applicable WSGC regulations.
1. Make purchases(s). Please note: Reimbursements are funded under a federal grant; therefore WSGC and FNL awardees must comply
with the Carthage College Travel Policy.
1.1. Teams should select one team member to oversee the budget, ensuring collective purchases/expenses do not
exceed award amount.
2. Save all original digital and hard copy receipts.
2.1. We recommend saving receipts in a folder until time ofreimbursement submission.
2.2. Circle date and total on receipt(s).
2.3. Iffood or lodging receipts cover more than one person, list participant's name on receipt(s).
2.4. Itemized restaurant receipts are required. Ifpurchases are made on a credit card, a signature copy must be
included. There is a $45 per diem per person for food.
2.5. Alcohol and tips over 20% will not be reimbursed.
2.6. All purchase receipts must be itemized, detailing each item purchased.
3. Complete a Travel Expense Form (see Tools and Tips on the WSGC website). Use a separate Travel Expense Form for each
event. Ifyour expenses exceed the allotted space on form(s), print off a second form to add the remaining expenses. Do not list
both supply and travel expenses on one form.
3.1. Carefully read and follow instructions before completing forms.
3.2. Print out a Google map for verification ofpersonal vehicle mileage ($.625 per mi). Circle the total miles. The
mileage rate includes fuel costs. Gas receipts will only be reimbursed for rental vehicle travel.
3.3. Organize your receipts to align with the Travel Expense Form (by receipt category and day ofthe week). Label
each receipt with the coinciding row and column information (i.e. Receipt 1-Fri, 3-Mon, 11-Mon, etc).
3.4. Provide the total expended amount from each receipt in the coinciding box on the expense form.
3.5. IMPORTANT: You must manually add all mileage together for your "Mileage Line Total". Ifthe decimal
number is below .5, it should be rounded down. And ifthe decimal is above .5, it is rounded up
(i.e. 52.1 miles would become 52 miles).
3.6. For all other categories, the "Line Total" box will automatically sum receipts
together - your total reimbursement being requested will automatically add up in the
"Total" box.
3.7. Initial and date each receipt with date ofreimbursement submission.
3.8. Sign, date, and enter your phone number.
3.9. Have your team lead and advisor complete their required signatures.
4. Submit the completed form(s) and receipts in one email by the due date(s) to:
Megan Goller
mgoller@carthage.edu
(262) 551-6237
Do Not:
1. Submit partially completed forms.
2. Submit forms without all required signatures.
3. Submit forms past due date(s).
4. Submit "flat" per diem rate requests.

**An example ofa filled-out Project Expense form and accompanying receipts can be found on the following pages.
Carthage College • 2001 Alford Park Drive • Kenosha, Wisconsin 53140-1994
262-551-6054 • spacegrant@carthage.edu • spacegrant.carthage.edu

