Independent Contractor Travel Expense Reimbursement Checklist
Generally, independent contractors are responsible for their own expenses, including travel, meals and lodging.  In limited circumstances, however, Drake University may reimburse independent contractors for meals, lodging and travel.

If ALL of the following criteria are met, then these expenses (meals, lodging and travel only) are eligible for reimbursement:

_______   The independent contractor is a speaker, trainer, facilitator or scholar recognized regionally or nationally for expertise or experience in their field and retained for a one time engagement with Drake University; not to exceed one-week in any given fiscal year (June1- May 31).

_______   The independent contractor is not the  instructor of record for an undergraduate or graduate level credit course or seminar at Drake University, although the contractor may be invited to guest lecture during their engagement.

_______    The independent contractor is not currently, nor has been within the last two-year period, an employee of Drake University.

_______    The independent contractor is not performing services to substitute or fill-in for an employee of the University.

