English Department Graduate Student Travel Instructions:

1. Fill out a Pre-Authorization Travel form several weeks before date of travel.

2. If receiving funding from Bonnie Funds (up to $500 for a Rhet-Comp conference), request a letter from the Chair of the Department (Dr. Susan Griffin, sgriffin@louisville.edu )  authorizing the amount, and have her turn it in to Karen Habeeb.

3. When traveling, be sure to keep all receipts, and (most important!!), get a receipt that shows proof of payment from the hotel. Some receipts do not include the credit card #/name verifying actual payment at the hotel – be sure to collect a receipt that includes this info. Also, if you are sharing a room with a fellow traveler, be sure to split the cost at the hotel and get a receipt that shows the portion you paid on your credit card. Paying someone back will not work.
4. When you return from travel, fill out:

a. the top portion of page 1 of the Travel Voucher Form (you don’t need to fill out anything else – Lois Mullins or Karen Habeeb will do this)
b. a copy of GSC funding approval email (if applicable)

c. and a completed copy of the GSC Travel Checklist (if receiving GSC funds), sans GSC rep signature (Shyam Sharma, the GSC rep, will sign in bulk after Lois/Habeeb have looked over and approved other documents). 

d. Turn in all of these documents, as well as all receipts for travel, to Karen Habeeb in the English Department Office within a week of return from the trip. 
5. It usually takes between 2-6 weeks to be reimbursed for travel once all documents are sent in. Please be patient. 
Email Karen Habeeb (k.habeeb@louisville.edu or Shyam Sharma (shyam.sharma@louisville.edu) with questions.
