Travel
[bookmark: _GoBack]
1. Notify and Submit Travel Documents as Early as Possible.  University policy requires they be filed before the trip.  Let office know.. as far ahead as possible.

2. Please submit any of the following documents that may apply:

a. Official Notice of Event.. Announcement/Agenda/Print Out of Conf. Webpage (w/dates & place)
b. Event Registration paperwork and confirmation emails
c. Accommodations/Hotel Reservation paperwork 
d. Transportation:  (Univ. Car/Own) 
e. Any Pre-trip Receipts 
f. Claiming?
i. Mileage?
ii. Meals?
iii. Parking?
iv. Cab?

Operating within annual travel allowances, you may choose to pay out of pocket for certain expenses (i.e. drive my car  and claim reimbursement for only what you wish to be attributed to the allowance.
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