2013-2014 GSC Travel Reimbursement Checklist
(please print legibly in blue or black ink)

	
Name: __________________________________________________________________________
Student ID #: ____________________________________________________________________
Email Address: ___________________________________________________________________
Phone: _________________________________________________________________________
Department: _____________________________________________________________________
Conference Attended: _____________________________________________________________
Conference Dates: ________________________________________________________________
Conference Location: ______________________________________________________________





Did you present at the conference? (circle one)                                    YES              NO 	

Did you receive outside funding for this conference? (circle one)        YES              NO 
	
If yes, $_________________________. If no, attached is a letter from my department. 	

Complete and check each step:

_____1. Completed TEV, with help from UBM 
_____2.Recevied Advisor’s or Supervisor’s Signature on my TEV
_____3. Attached all original receipts to my TEV
_____4. Attached conference registration receipt to my TEV
_____5. Attached my conference abstract or essay to my TEV (if applicable)
_____6. Printed and attached my GSC Travel Approval Email
 


I, _____________________________, certify that I have completed all of the items on this checklist, and acknowledge that it is my responsibility to deliver my Travel Expense Voucher (TEV) to the Administrative Assistant at the SIGS office within 30 days of my return.  

[bookmark: _GoBack]Please photocopy your completed TEV for your own records.


_____________________________________		______________
Signature						Date


