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Instructions: Report of Employee Owned or Controlled Housing
This Report of Employee Owned or Controlled Housing Form is a “Smart” Form. Calculate buttons will calculate the allowable amounts.  
This form allows you to apply an Adobe certificate-based digital approval.  Upon signing you will be prompted to save a copy of the form for your records and you can email the form instead of printing it.  If you have not used a digital approval before use the document, How the Adobe Signature Field works, to assist you.  this is a one-time process. Once you have created a digital approval it can be used in other Adobe-based applications.
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1. Allowable daily reimbursement shall not exceed 75% of the applicable per day lodging rate
2.
3. 
 
 
Report of Employee Owned or Controlled Housing
Instructions to Traveler Seeking Reimbursement
1. This form must accompany all expense reports in Chrome River seeking reimbursement for use of employee  owned or controlled 
     housing while in travel status
2. Reimbursement requests must be in compliance with 80 IL Admin. Code 2900.75 and the OBFS Policy for
     Employee Housing as Lodging
 
Employee Information
Address of University Office / Headquarters
Address of Primary Work Site While in Travel Status
Address of Employee Owned or Controlled Housing Used While in Travel Status
By signing below I certify that:
- The Information provided in this form is true and accurate; - Reimbursement for the use of employee owned or controlled housing will only be sought if it is the least costly alternative; and,- A reimbursement request will not be submitted for lodging to the travel city or worksite containing the employee controlled or  owned housing if the total reimbursements for the fiscal year have exceeded the mortgage, installment or rental total of the same  fiscal year.
 
Certifications
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