Travel Check List
Before trip (To Budgeting 10 business days prior to departing):
Travel Form-Filled out completely and signed by all appropriate parties (i.e. Supervisors, Deans, VP and Presidents)
Please note if paid with P-Card
Attach: 
 ______          Registration Form(s)
 ______
     Hotel confirmation information

 ______          Rental Car confirmation information

 ______          Agenda

 ______          Maps (i.e. MapQuest)

After Trip (Reconciliation within 10 days of returning):
Travel Form-Fill out completely

Please note if paid with P-Card
______              Sign form after the trip

______           Actual depart/return dates and times filled in

______           Agenda

______            Receipts (Including Plane Tickets)
______            Maps (i.e. MapQuest)

Attach: All receipts, registration, airfare, car rental, lodging, meals, parking/ shuttle/taxi/ tolls (no receipt needed for less than $10.00)
