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REFERENCE GUIDE: ITEMIZE LODGING EXPENSES 

The purpose of this document is to guide UTRGV users to accurately itemize lodging expenses in iTravel+. 

Effective April 18, 2022, all mileage expenses submitted for reimbursement after 60 days from the transaction date 

will be subject to applicable federal and state tax withholdings, and IRS reporting requirements. 

  

1. Select the lodging expense and click Itemizations. 

 
*If the nightly rate exceeds the allowed GSA rate, include an acknowledgment or reason in the over limit 

justification field.  

 

2. Click Create Itemization 
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3. From the Expense Type menu, select the applicable expense type. 

 
 

 

4. If the nightly rate is the same, select The Same Every Night tab (example below) or 

If the nightly rate is different, select the Not the Same tab. 

Enter the room rate and tax rate and click Save Itemization.  
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5. The itemized details should match the hotel receipt. Click Save Expense. 

 
 

If the bill includes allowable hotel and lodging expenses, click on Create Itemization to add the expense type 

and details. 

Expenses allowed for hotel and lodging 

Mandatory fees 

Internet fees for business use only 

Expenses not allowed for hotel and lodging 

Movie 

Laundry 

Alcoholic Beverages 
Source UTRGV Expense Resource Guide  
 

 

  


