
   

 

         

    

      

  

         

    

         

       
         

          
  

  

     
     

 

      

       

             

      

       - Written pre-approval (

see Note 1) to submit the claim is attached 

�‘ Travel expenses were incurred for approved University business 

�‘ All of the expenses relate to a single travel event and are submitted on a single expense claim form 

Nature of Travel or Hospitality Expense 

�‘ Travel - Reason for the travel and the location of the travel is entered (���X�P�X���^�y�z�•�����}�v�(���Œ���v�������]�v���D�}�v�š�Œ�����o�_) 

�‘ Conference Itinerary/Course Syllabus is attached, if applicable 

�‘ Hospitality - Names and affiliations of attendees and the business purpose of the meal is entered 

�‘ 
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