M idSO UTH Supplemental Resource: TRIPS Infographic

BEFORE YOU LEAVE FOR
TRAINING, REMEMBER

O Do a vehicle search for state vehicle on TRIPS

If a state vehicle is not available or you are in a county that does not hawve ane,
save the seanch and il will appear in the Mleage Expense Summary,

G} Per diems are different based for each meal.

-~

DINNER $26

BREAKFAST 513
{inchuding tax & tips)

IMFORTANT NOTE: Each meal has its own allowance amound and cannot transfer io anoiber.
For example, ealing o free breokfost does not allow you to spend en oddilionol 513 of dinner.

* You can only be resmbursed Tar meals for yoursell, Aoy receipd reflecting mare than ene
person wis served WILL NOT be reimbursed,

= Always ask lor legible itemized receipis!
I you Asave o Hp, nede the amount &0 0 “Honk” space an the recelpl.

TRAVELING ON THE WEEKEND?
Remember to fill out the DHS-TIBE in the TRIPS app.
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READY TO SUBMIT?
TRAVEL SUBMISSION STEPS + CHECKLIST

G) Select GENERAL BUSINESS not “Training or Conference”

Submit all training travel reimbursements to
LACONSTANCE HUNE (not your direct supervisor)

@ Itemized receipt

You can ondy be reimbursad for meals for yourseif.
Any receipt reflecting more than one person was served will not be reimbursed.

G} Signed copy of your hotel folio

The hobell may not abways remember bo give you a folo. R s your responsibility to ask for one.

G} Training Certificate or Agenda

Oz 0r the other MUST be submitted.

(5) DHS-1944 - if a vehicle search on TRIPS
was not completed

@ DHS-1166 - if you are traveling on a weekend

Remember: The entire training week can be entered on one entry in TRIPS. Just click “Add Trip™
to add additional addrasses. This allows you to uplead needed documentation one time, nat
muliiple times.




