DO NOT REGISTER FOR ANYTHING UNTIL YOUR REQUISITION
OR TRAVEL PAPERWORK HAS BEEN APPROVED.
UNAPPROVED TRAVEL WILL NOT BE PAID FOR USING FEDERAL FUNDS.

Revised 08/3/2023

Federal Programs
Travel Procedures

School Will:
Submit Requisition
e Attach Registration Information
e _ Agenda/Schedule
_____Attach Signed Pre-Activity Form(s)
__ Attach Signed Registration Reimbursement Form
____ Attach Signed Hotel Reimbursement Form

Attach Signed Airline Reimbursement Form (If applicable)
Attach Copy of Driver’s License (If flying)

e  Send Leave Form(s) to Personnel
Federal Programs Dept. Will:
Receive Purchase Order
e  Register employee(s) for the conference
e _ Payregistrationinvoice.
Reserve Hotel Room(s) (if applicable)
Book Flight(s) (if applicable)
° Copy Driver’s License
. Airline Reimbursement Form
Complete Travel Expense Voucher(s) (ifapplicable)
° Attach Hotel Confirmation (if applicable)
. Attach Registration Information
Employee Will:
Reconcile travel within 10 days of returning from training

Return proof of attendance (name tag, conference certificate, etc.)
Return zero balanced hotel receipt (if applicable)

Return original luggage receipt(s) (if applicable)

Return original shuttle/taxi receipt(s) to/from the airport (if applicable)

Return rental car receipt (if applicable)

o Return gas receipt(s) for rental (if applicable)
Employees should reconcile their travel with LaQuisha Wright in Federal
Programs.
Unapproved purchases will not be reimbursed.

Summer Travel Deadline: April 26, 2024
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