Travel for Student Groups Attending a Conference
1. REGISTRATION: Pay for registration through SALP: 3 weeks prior Expenditure Request and all of the following to advisor:
a. List of attendees and their phone numbers

b. Registration forms completed.

i. If reg. forms are online, print them and give to advisor b/c we’ll need them for the special forms we generate for the business office.

c. Make sure that contact information for the conference is there.

2. AIR OR TRAIN TRAVEL: Book travel through Azumano (800.888.7025), Journeys (503.224.8300) or Uniglobe (503.620.0620) 3 weeks prior!
a. Get a quote, give the person all the information about who is traveling, to where, when. They can hold this for 24 hours.

b. Complete an expenditure request and give to Advisor ASAP
c. Advisor will use this to facilitate direct pay to the travel agency.

d. SALP CANNOT PAY THE TRAVEL AGENCY WITHOUT YOU HAVING COMPLETED STEP #1: REGISTRATION and including that info.
i. If you are paying for registration on your own and want reimbursement for it, you will need to get information on registration and attendees to your advisor with this Expenditure Request before it can be processed.
3. HOTEL/ ACCOMODATIONS- 3 weeks prior
a. Expenditure Request- you should do this the same time you register for the conference. Should include all info about the hotel that you can get from the hotel’s web site.
b. Must include who is staying and information about the conference/ event. Usually available off the conference registration web site.
4. TRAVEL BY CAR: Fill out Vehicle Request form 2 weeks prior
a. Do you have an Approved Driver? Start this process 1 month prior.
b. Include detailed directions or a map and a list of travelers.

c. Include info about the conference/ event. 

5. LIABILITY WAVIER FORMS MUST BE COMPLETED AND IN TO ME. Any time before you go.
6. TRAVEL WHILE THERE: Keep all receipts! While there and afterward.
a. When you’re back, you’ll do an expenditure request and include what each receipt was for (taxi to airport/ shuttle to hotel/ etc.)
7. MEALS: You’ll get a per diem, if you want it and have it budgeted. Afterward.
a. Keep all receipts just in case (of an audit)

b. Any meal provided by the conference? You can’t be reimbursed for a meal at that time (ex.: the conference gives you sandwiches, but you want pasta- so you go to the olive garden. Can’t do it and be reimbursed.)

c. Per Diems: Students are eligible for 60% of the amounts shown for prostaff. Depending on where you go (expensive city, cheaper city-) the range is between $21.60/ day and $27.60/ day for students.
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