Student Org Travel in the College of Engineering
TIMELINE OF STEPS FOR STUDENT ORGANIZATION TRAVEL
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Student Org Travel in the College of Engineering
GETTING STARTED WHO PAYS FOR WHAT?

STUDENT TRAVEL DOs STUDENT TRAVEL DON'Ts

Begin the process of preparing for travel and getting Do not make any bookings, reservations, or spend spend
authorization at least six weeks prior to your trip. any money on your travel before you have received
confirmation that your Travel Authorization has been

Get Travel Authorization before making any bookings or
approved.

reservations regardless of who is paying for the travel.

)
Save receipts from every transaction you make for which Do not pay for another student’s expenses.

you wish to be reimbursed. Do not book accommodation to stay overnight in lodging
other than a hotel (such as an AirBnb or VRBO) if you
have not first received confirmation that your Third Party
Lodging Authorization form has been approved.

Ask for clarification and help if you are uncertain about
any of the steps or procedures. (Contact: Alexandra
Corbett, acorberi@uncc.edu, 704-687-8244.)

WHY IS THIS IMPORTANT?

If you do not follow the proper procedure for travel authorization, payment, and reimbursement, this can cause significant delays
in your travel being authorized or in your travel being reimbursed. Being sure that you are completing each step correctly can save
students from having to wait multiple weeks to be reimbursed for their travel expenses.

Even if your student orgaization is paying for the travel entirely on its own with no plans of asking for reimbursement, receiving
Travel Authorization before your trip is still mandatory as you will be representing the university and it insures you as a traveler.


https://forms.gle/hoFzJeuFAggiruid6

