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Objective: Learn how to create a sponsored guest expense report

Creating a Sponsored Guest Expense Report

Either the Admin or the Sponsored Guest can create an expense report for a Sponsored Guest
If you are a Sponsored Guest creating your own expense report, proceed to step #2.

1. If an Admin is creating the expense report for the Sponsored Guest, go to Profile and under Acting as
other user, select the Sponsored Guest from the dropdown and click Switch. This will allow you to
create and submit the expense report under the Sponsored Guest’s name.
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2. To create an expense report, click Start a Report on the Concur Home page.
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3. Fill out all required fields under the Report Header.

a. Be sure that Visitor or Relocation is selected for Policy and Visitor is selected for Trip Type.

b. If you are a Sponsored Guest filling out the expense report and don’t know your Project Number,
contact your sponsor (admin contact) to get the number
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4. Filling out the Sponsored Guest expense report is similar to filling out a regular expense report. If you
need help with the process, check out the Creating an Expense Report Quick Guide.

5. There are a few different expense types specific to Sponsored Guests. We will go over each of them
here:

a. Visitor Letter. All Sponsored Guests must have a visitor letter in order to visit SLAC.
i Click Add Expense and Create New Expense.
ii. Add Visitor Letter.
iii. Attach a copy of the letter by clicking Attach Receipt and uploading the file.
iv. For Transaction Date, enter the day you arrive at SLAC, and for Payment Type and Amount
keep it as defaulted — Personal Card/Cash.
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https://travel.slac.stanford.edu/sites/default/files/2023-08/Creating-an-Expense-Report-Detailed.pdf
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b. Be sure to use the expenses Lodging (for Sponsored Guests) and Actual Meals (for Sponsored
Guests).

A 01, Trip Expenses .
A 03, Individual Meals
Lodging (for Sponsored Guests)

, Actual Meals (for Sponsored Guests)
Manual Adjustment

c. If reporting actual meal costs, be sure to enter the total amount you actually spent on meals for
each day of your trip.

If attaching receipts, only claim the exact amounts shown on those receipts, not the
=#| standard per diem (daily meal allowance) rates.
o You can’t claim both per diem and actual receipts for the same trip.
o Ifyou try to include receipts and claim per diem, your expense report will be rejected.

5. Sponsored guest meal allowances should be for actual costs incurred (not to exceed
per diem). In order to be reimbursed, one of the following supporting documents are
required to be submitted in the Concur expense report:

A. All actual receipts.

B. Comments documented in Concur that itemize out each day's meals

cost,using the actual costs regardless of whether or not they exceed per
diem.

C. Anemail from the traveler that states the dollar amount they actually spent on
meals (if they do not have meal receipts).

SLAC TRAVEL 3

V042125



