Travel Reimbursement Process 
If you are approved for GSC travel funding you must complete the following steps within 30 days of the return of your travel to receive your travel reimbursement:
1. Print a copy of your GSC funding approval email (if you are approved you will receive one).

2. Attend the conference and keep all receipts including, registration, airfare, and hotel. All original receipts must have your name, the amount, and form of payment to receive reimbursement.
3. Schedule an appointment with your Unit Business Manager.  (If you submit paperwork on your own without the assistance of a Unit Business Manager (UBM), you MUST provide the name and email address of your Unit Business Manager.  No reimbursement will be processed without this information.)  If you do not know who your UBM is, then ask the people working in your department office.

4. Bring your Travel Award Letter, proof of presentation (if your presented), and Original Receipts to the appointment with your UBM.  Proof of presentation can be a copy of the program where your name appears or something that verifies your abstract was accepted for presentation.

5. Complete this GSC Reimbursement form.

6. Have your Unit Business manager send in the documents listed below.  This can be sent by email to gsctravl@louisville.edu or to HOUCHENS 105 (campus mail or hand delivered) within 30 days of your return. Yes, the email address should not have an "e" between "v" and "l".
7. Your reimbursement should arrive in 4-6 weeks. Questions concerning reimbursement during this time should be directed to gsctravl@louisville.edu. 
