Reimbursement Guidelines

A streamlined guide to Stanford’s travel reimbursement policies to ensure a full
reimbursement for Neurosurgery resident-related expenses. Reach out to Shanna if you have
questions - here to help!

~+ CONFERENCE TRAVEL -

Oral presentations qualify for department-funded travel
Poster presentations do not qualify
International conferences require approval from Dr. Ratliff and Shanna prior

Send Shanna your itemized receipts (no billing statements) as separate attachments with your
presentation acceptance email

Book airfare through Egencia. Economy fare only
Detours or travel to/from alternate cities are not reimbursable
o If airfare is not direct, submit a screenshot of the direct flight's

itinerary and cost at time of booking
o Screenshot must be captured on the same day of booking with a
visible timestamp (full screen screenshot or “Print to PDF”)

Book these as soon
as possible for lowest
prices and avoid
sold-out hotels!

Book room with the official conference hotel rate

If it’s sold out, take a screenshot, and book through Egencia
Choose the basic room (no suites or upgrades)

Submit the final hotel invoice from check-out

If you charge meals to the room, get a receipt

Meal Limits: Breakfast $25 - Lunch S35 - Dinner S50

Only your meals are reimbursable—separate checks if dining with family
No reimbursement for meals already provided by the conference
Submit itemized receipts (show items purchased)

Per diem is not offered

Use standard UberX/Lyft Standard only. Regardless of price
Receipts must include pickup + drop-off locations

Rideshare Rides must be only between home # airport 8 hotel
Airport parking is acceptable

Expenses thal do nol follow these guidelimes may not be remmburseable Last npdated April 2, 2026



Reimbursement Guidelines

Reach out to Shanna if you have questions during booking to ensure a full
reimbursement - here to help!

~ PGY 4 & 5 CONFERENCES  +
AWAY ROTATIONS

Research residents may attend AANS or CNS, and one subspecialty conference/course per
research year, department-funded (No presentation required)

If you choose an away rotation/observership, it replaces the two conferences
Receive approval by Dr. Lim, Dr. Ratliff, and Shanna

Conferences and courses - the standard reimbursement policies apply (see page 1).
Away rotations - 4 weeks maximum duration. The standard reimbursement policies apply
with the below modifications and additions

AWAY ROTATION REIMBURSEMENT MODIFICATIONS:

Book an Airbnb from a 4 star rated host with 10+ reviews
LOdg i ng Select a one-bedroom unit, or other single living accommodation
Select an Airbnb within walking or train proximity to the hospital
Submit screenshots of nearby hotel rates to show the cost difference
with a visible timestamp

for away rotations

Meals are reimbursed working days only (Monday - Friday)
Standard meal policies apply

Meals

for away rotations

Use standard Uber/Lyft between home # airport 8 lodging

Rid@Share Train passes are acceptable

for away rotations

The standard airfare policy applies for away rotations and observerships

Expenses that do not follow these gmdelines may not be remmburseable Last npdated April 2, 2026
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