
 

 

 

 

Be sure that all receipts submi0ed on this form are itemized. Valid 
documenta8on includes: 

• Vendor Iden8fica8on 
• Date of Purchase 
• Descrip8on and number of each item purchased 
• Cost per item 
• Total cost of order 

Select the FSC technician that supports your department. This 
assures that your submission is routed correctly and without delay. 

Select only one department/program name from these three menus. Mul8ple 
selec8ons can delay the correct technician receiving your submission. 

Travel expenses like airfare, lodging, and ground transporta8on can be 
arranged and paid ahead of 8me by a CU employee (travel arranger) 
for a non-employee. This field tells the FSC technician where to find 
those expenses in Concur. 

If the travel arranger is interested in uploading their receipts directly to Concur, they can do so using 
the Concur Mobile App. They can also add them to Available Expenses in Concur from their PC using 
the “Upload New Receipt” bu0on (or just drag and drop). 

https://www.cu.edu/psc/training/using-concur-mobile


 

 

 

Explain how the purchase relates to university business and what the benefit is to CU and/or your 
department’s mission. The more explana8on and detail you can provide here, the less likely your 
FSC technician will need to follow-up for more informa8on. For guest presenta8ons, it’s a good 
idea to include invita8on or flyers that give more informa8on about the talk. 

Include any fees from Christopherson Business Travel (CBT) in this amount. 
$20 fees are o[en incurred when the traveler or travel arranger calls and 
speaks directly with an agent, as opposed to booking in Concur. 

The “Total Amount” field is the total of all charges for that type of expense. In this example, 
the amount showing for Ground Transporta8on includes two separate charges of $45.00. 

Foreign currency: If any travel expenses were paid in a foreign currency, just 
list the currency abbrevia8on in the amount field. For example, “225.00 
GBP”. There is no need to provide a currency exchange amount, the FSC 
technician will use Concur to convert those amounts to USD for you. 

When you have mul8ple receipts for any expense group, combine those 
images or documents into one file and upload them together. 



 

 

 
  

Addresses or landmarks are required for your 
technician to use the Mileage Calculator in Concur.  

Gasoline expenses are not allowable for personal vehicles, even when used for 
official university business. Mileage is provided to the guest/traveler instead. 

What is per diem? Per diem is an allowance for meals and incidental expenses (meal 8ps, 
bellhops, porters, personal telephone calls) that the guest/traveler needs to purchase 
during the course of an official university business trip, provided by CU based on the 
federal government policy - h0ps://www.gsa.gov/. Because per diem is provided, 
individual meals during travel will not be reimbursed. 

Important! When a travel arranger has booked lodging on their travel card for a guest of the 
university, they must no8fy the guest not to charge room service, meals, or other incidentals to 
the hotel room. In those cases the guests need to instead pay with personal funds and they can 
be issued per diem a[er the trip is complete. 

https://www.gsa.gov/


 

 

 

Meals that are provided to the traveler need to be 
deducted from the per diem issued. Examples of this are 
con8nental breakfasts provided by the hotel or meals 
provided by the department to guests during their stay. 

Enter the total amount of all expenses listed on the form here. This amount 
includes airfare, expenses paid on travel card, and amounts to be reimbursed. 

In our example, Chip knew how to calculate the per diem for this trip and filled it in. However, 
the field is op8onal and can be le[ blank. The FSC technician can calculate the amount and fill in 
this blank for you while processing the expense report. 

Some8mes there are limited funds available, or the department agrees to pay for only a por8on of the overall  
travel expenses. If this is the case, select “Yes” and use the field to set a dollar limit for the report. 

Enter the full 8-digit speedtype that you would like the expenses to be charged to. Select “Yes” if 
payment needs to be allocated between mul8ple speedtypes, and addi8onal fields will populate. 

Use this field to explain any addi8onal details or context 
that you think will be helpful for your technician.  

If you are a department administrator and would like to be 
automa8cally copied on all submissions made in your unit, 
contact your FSC technician and we will set it up. 


