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Objective: Go over the steps to itemize lodging which is required for the lodging expenses. 
 

1. Create Lodging expense and fill out all the required (*) information. The receipt must be attached. 
After filling out all the information, click Itemizations.  
 

• A hotel bill typically contains a variety of expenses including room fees, taxes, parking, meals, 
valet, telephone charges, and personal items. You must itemize these expenses so that they 
can be reimbursed correctly. Lodging Itemization allows you to quickly itemize recurring 
room rates and taxes. 

 
• Travelers are required to book lodging through Egencia, our designated booking channel, 

unless it is for conference lodging or a laboratory guest house. If you did not book lodging 
through our booking channel, please provide a justification in the comments.   
 

• Travelers are required to pay for lodging with the SLAC Travel Card (TCard). If you did not use 
the Tcard and instead paid with a personal card, please provide a justification in the 
comments.  
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2. Enter Room Rate and Room Tax in a separate line. Lodging expense must be itemized properly. If 
there is parking fee in the lodging receipt, itemize it separately by clicking Save and Add Another 
button. If not, click Save Itemization.  
 

 
 

• If the lodging exceeds the daily per diem, please provide a business justification in the 
comment section (Per diem rates | GSA). The average per diem will not be accepted.  
 

• Food and beverages fall under M&IE, and the SLAC Tcard should not be used for these 
expenses. If food or beverage charges were made on the Tcard in the hotel bill, please 
itemize them and manually deduct the amount later.   

 

• Itemizing your lodging expense requires an itinerary, so be sure to enter your itinerary when 
creating your expense report. 

 
 
 
 

 

https://www.gsa.gov/travel/plan-book/per-diem-rates
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3. Click Expense Type and Parking to add parking fee from the lodging.  
o When done with itemizations, click Save Itemization.  

 

 
 

 


