
Univ. of SC - Dept. of LLC
Student Travel Request Form

(Updated 2025) Request:  _____ of _____
Email to guesser@mailbox.sc.edu - 919 Humanities Office Bldg. 803-777-4882

Your Name USC ID

Add. Funding : 

Date Leaving Home Base mm/dd/yy Time am/pm 
Date Returning Home Base mm/dd/yy Time am/pm 
Specific Purpose of Travel 
and Destination 

Section I – Methods of Transportation 

Airfare Total
Luggage Fees
Taxi/Rideshare Amount 
Personal Vehicle Mileage    One way / departure @ $0.70/mile (70¢)

 One way / return @ $0.70/mile (70¢)
Subtotal Section I 

Section II – Subsistence 

Lodging cost per night (including taxes): $     per night   nights = 
Meal allowances: 
In state                B = $8.00 L = $10.00 D = $17.00 $35.00 per day max 
Out-of-state B = $10.00 L = $15.00 D = $25.00 $50.00 per day max 

Enter per diem total below

In-state/Out-of-state daily per diem x # of days (for foreign per diem, see links below)

Click Here for State Dept. rates, Click Here for Appendix B (consult Evan for guidance)  

Subtotal Section II 

If meals were provided as part of registration, you cannot claim the expense. Meal receipts are not required. Out-of-country per 
diem is based on country and city. 

Section III – Other Expenses (Original receipts must be provided for this section) 

Registration 
Taxi, shuttles, subways 
Airport/hotel parking 
Rental car 
Gas for rental car only, not personal vehicle 
Other 
Subtotal Section III 

Section IV – Summary 

Section I Transportation 
Section II Subsistence 
Section III Other 
Grand Total Requested 

Total amount approved 

 Date: Department Chair (or Assoc. Chair) Signature:

*List additional funding sources besides department approved amount on this sheet. List Commitment # or project 
# and specify the amount authorized to be used. Include funds applied for at CAS, regardless if awarded yet or not.

(mileage rate updated 01/2025)

List all dates of business travel that you will claim per diem in box below:

Click HERE to apply for LLC funding

Carla Watson
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https://allowances.state.gov/Web920/per_diem.asp
https://allowances.state.gov/content.asp?content_id=114&menu_id=75
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https://nam02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fforms.office.com%2Fr%2FKmLjkL2iuL&data=05%7C02%7CGUESSER%40mailbox.sc.edu%7C9e851cc1ea6b473d089c08dd9de40079%7C4b2a4b19d135420e8bb2b1cd238998cc%7C0%7C0%7C638840324783717942%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=%2BTVbcQqUPQS4urjq%2ByVK4EhUXXmhJTS2dRj1KMrLmDo%3D&reserved=0
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