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Biology	Travel	Hints	

	

1. Calculate	budget	for	travel	
	

2. Open	the	Biology	Travel	google	doc:		
https://docs.google.com/forms/d/e/1FAIpQLSeNgAvZ9SM0oCQmLAUM3jtErv0G5X2Sii5vtTus2OGmuWR48g/vie
wform		

a. You	may	need	to	sign	in	for	the	form	to	populate	
b. If	you	are	submitting	on	a	grant	or	research	fund,	you	will	need	to	have	the	PI	submit	due	to	fund	approval	

requirement.	
	

3. 

https://docs.google.com/forms/d/e/1FAIpQLSeNgAvZ9SM0oCQmLAUM3jtErv0G5X2Sii5vtTus2OGmuWR48g/viewform
https://docs.google.com/forms/d/e/1FAIpQLSeNgAvZ9SM0oCQmLAUM3jtErv0G5X2Sii5vtTus2OGmuWR48g/viewform
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NOTES	and	hints:	

1. Grant	and	Department	funds	will	not	reimburse	for	alcohol.		
	

2. Please	try	to	obtain	itemized	receipts	as	much	as	possible.	
	

3. If	you	don’t	have	access	to	concur	you	will	need	to	send	an	email	to	the	Department	admin.		You	will	
need	to	include	your	banner	number	and	your	SLU	userid.	

	
4. Pre-Approval	expense	can	be	reimbursed	as	soon	as	proof	of	payment	is	available.		You	do	not	have	to	

wait	for	the	travel	to	happen	to	expense	these	items.	(conference	registrations,	abstracts	or	deposit	of	
hotel	if	required)	
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• Amex Card Statement is

/busfin/departments/card-programs/amex-travel-and-entertainment-card-(tande-card)/policies-and-procedures-for-tande-card/appendix-f-travel-receipts-and-documentation-reqs
/busfin/departments/card-programs/amex-travel-and-entertainment-card-(tande-card)/policies-and-procedures-for-tande-card/appendix-f-travel-receipts-and-documentation-reqs

