
Example of Hotel Receipt for Room Rate Exceeding the Maximum Allowed, Different Daily Rates Being 

Charged and Unallowable Expenses 

Maximum Allowed in Blacksburg Virginia to pay for room rate on state funds is $226.00 per day for travel in 

October 2019 

 

Select the Hotel Mosaic in Chrome River  

 

 

The Amount field should equal the total amount paid on the hotel receipt. Click the calculate hyperlink 

to complete the information for the system to calculate per diem based upon the location. 



 

When you click the calcuate link, the following screen appears: Note: Make sure your start and end 

dates match the Check In and Check Out dates from the header. 

 

 



Once you click save, you will be back at the header page. Click the Itemize button. 

  

 

 Use the Recurring icon to itemize your hotel receipt. If your room rate each night is not the same, you 

can enter the amount from the first night and then update the information. If you have multiple 

taxes/fees, use the calculator on Hotel Room Taxes/Fees and add these charges together.  

 

Click the save button. The system will save your entries to the left hand side of the screen.  



 

 

You can click on the line items on the left hand side of the screen to update the amount for each night of 

lodging. Once the line item is open on the right hand side of the screen, you can click edit to modify the 

amount field.  

 

 

When the room rate exceeds the maximum amount that we can pay on state funds, you will need to use 

the lodging tax calculator to determine the amount to allocate to Non-Reimbursable for the room rate 

and taxes. Click the forms link on the Message of the Day section of Chrome River.  



 

If you want to allocate the amount to be disallowed and use foundation funds to pay the overage, you 

will click VTF Reimbursable from the drop down and then enter your foundation fund number in the 

description field. 

 

 



If you will need to update the Hotel Room Tax/Fees entry for the day that exceeds the maximum 

allowed as well. The taxes/fees are prorated based upon the amount we can reimburse for lodging.  

 

 

Click the save button to update your entry. If you have additional personal charges on the hotel receipt 

that need to be itemized, you will select the Personal/Non-Reimbursable Icon to allocate these charges. 

 



Continue creating Personal/Non-Reimbursable entries for each day that you have non-reimbursable 

expenses.  

When you have fully itemized the hotel receipt, you will see a remaining amount of $0.00. 

 

 

This is what the entries will look like on the left hand side of the screen: 

 

 

 

 


