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.  Download a copy of the Travel Expense Voucher (TEV) at: http://louisville.edu/graduate/gsc/Apply%20for%20Travel%20Funding 
4. In order to complete the Travel Reimbursement Voucher:

a. Contact your Unit Business Manager (UBM) or Administrative Personnel responsible for travel reimbursements within your department.
b.  Fill the “Title Page” of the voucher with your contact information and your UBM’s/Administrator’s Name, Phone, and E-mail information as the contact, if there are any problems/questions with regards to your reimbursement.
c. Complete all applicable worksheets (4) of the Travel Expense Voucher with all reimbursable claims from your conference.  
d. Only ONE Travel Expense Voucher is to be completed per travel, regardless if you have multiple funding sources. Include all reimbursable expenses from your travel on ONE Travel Expense Voucher. 
e. Attach all original receipts with your name and the amount to the Travel Expense Voucher, including the conference registration receipt. 
f. Print and attach a copy of your GSC Travel Fund Approval letter.
g. Print and attach the GSC Travel Reimbursement Checklist. Initial each step on the checklist and have it signed by your Departmental GSC Representative. The reimbursement package will not be processed without the signed checklist.
h. Include your conference abstract or essay (200 words minimum).
5. You DO NOT need to put a Speed Number for GSC reimbursement on the Travel Expense Voucher. 
6. Have your advisor or supervisor sign your completed Travel Expense Voucher. If you have funding from other sources for this travel, receive signatures and approvals from those sources on the Travel Expense Voucher.  If you DO NOT have other funding sources for this travel, you must attach a signed letter to the Travel Expense Voucher from your department chair indicating that you could not receive travel funds from other sources or from your department during the academic year. 
7. Make a personal photocopy of your Travel Expense Voucher Reimbursement application and receipts for your records in case your form gets lost in the reimbursement process.

8. Submit your completed Travel Expense Voucher and Checklist to the Administrative assistant at the SIGS office (Houchens 105) within 30 days of your return.
9. Your reimbursement should arrive in 4-6 weeks. Questions concerning reimbursement during this time should be directed to Janice Day (502-852-8338). 
