INSTRUCTIONS FOR STUDENT TRAVEL REIMBURSEMENT


MU Psychology Department

When sufficient funds are available the Psychology Department will make an effort to support student travel to appropriate professional and scientific conferences. Priority will be given to travel that involves a student presentation at the conference. In most instances reimbursement will cover only a portion of the actual expenses. 

When students accompany a Mansfield University faculty member on a conference trip, a University Field Trip Form must be completed in advance of the trip. This form is submitted to the Provost’s Office. Eva Green can assist with this process.

Submit Request for Travel Approval to the Department Chairperson for consideration at least three weeks prior to travel date.  The forms are available in the Department Office, Room 419, South Hall.  The following information is required:

· Student’s Full Name

· Student’s Social Security #

· Student’s Address

· Student’s Phone #

· Departure Date

· Departure Time

· Return Date

· Return Time

· Destination

· Conference Fee

· Mileage

· Purpose of Travel

· Lodging

· Meals

If approved for travel reimbursement, each student must retain receipts for the following: 

· every meal, 

· motel, 

· conference fee, 

· actual mileage to/from Mansfield, and 

· any miscellaneous expenses, i.e. parking, toll roads, etc.  

Original receipts are required to cover the reimbursable amount and need to be turned in to the Department Office where a Travel Expense Voucher will be completed.  The Travel Expense Voucher will be forwarded to the MU Budget Office, and the student will usually receive reimbursement within about two weeks.
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