SUBMIT EXPENSES FOR EANED TRIPS DUE TO CQ¥YID TravelTip Sheet

UpdatedApril 17, 2020

In response to COWAI® concerns, an abundance of conferences and travel plans havechereelled. If a
traveler prepaid for business travel arrangements with a personal credit aacdcould not get a refund or
credit, follow the instructiongelow to submit an expense report for reimbursemefli. expenses will be
reviewed for eligibility of reimbursemeniote:the universitywill not reimburse cancelled airline tickets
purchased with a personal credit card.

Complete an expense report frothe approved request.

Enterstart and end dates as the date the decision was made to cancel theltaip évent cancelleyl

If available, attach the cancellation announcement from the event.

Attach documentation of denied refund or credit.

Enter COVIR9 inboth the User Definedield and the Comments To/From Approvers/Procesdmisl.

For lodginguse theLodging/Conference Rate expense type.

If meal(s) were prgpaid for the event (e.g., with a conference registration), useGineceries (in lieu of
meal)expense typeAttach proof of paymat and registration information showing that the meal was an
extra charge at preegistration time

X X X X X X X

Report header example:

Expense typexample

More information regarding travel arrangements cancelled due to CQYI€an be foundhere.
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