Student Travel SOP
1.  If you are planning to travel, you must submit a travel authorization to Zoe Anderson at least 72 hours before you plan to travel. If you wait until the day before you leave, we cannot guarantee it will be processed. 
2. While you are travelling, please keep in mind that I will need ITEMIZED receipts for all expenses. 
3. Once you return, please send me all ITEMIZED receipts as well as PROOF OF PAYMENT of those charges. Proof of payment means a copy of your credit card statement showing the full amounts that were paid. A PDF redacted bank statement is also allowed. 
4.  If the name on the invoice is different from the name on the credit card, a memo will be needed explaining why (example – parents helping to pay for travel).
5. We realize that Apple just recently updated their security features to prevent people from screenshotting their credit card statements and emailing them. If you have access to your credit card account online, please "print to pdf" those statements and email them to me. If you do not have online access, we have had success with people scanning the screen of their phone and sending me the scan. 
6. Please keep in mind that if you share a hotel room, the person who paid for the room will be the person who gets reimbursed. If you split the cost with someone, please make sure to notate that on your TRV. 
7. If you receive a travel award, I will need a copy of the email or letter informing you of the award and the amount. 
8.  Reimbursement requests submitted more than a month after travel will require a memo justifying why it is late. 
