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GCHECKLIST FOR STUDENT PROFESSIONAL
MEETING TRAVEL

* Prior to travel * Post travel

4 If missing any class(es) submit O Submit request to Travel
request to course Reimbursement form within 7-
coordinator(s) 4-weeks before days of return

travel or at the beginning of the
semester

d Submit Estimated Travel
Expense for Professional
Meeting form 14-days before
departure
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https://forms.office.com/pages/responsepage.aspx?id=GUsqSzXRDkKLsrHNI4mYzIwOxW5HOY9InGd5qI1PKalUMVlBVFZESVdDQUVWT09EMkk5MFZCRU4xTS4u&route=shorturl
https://forms.office.com/pages/responsepage.aspx?id=GUsqSzXRDkKLsrHNI4mYzIwOxW5HOY9InGd5qI1PKalUMVlBVFZESVdDQUVWT09EMkk5MFZCRU4xTS4u&route=shorturl
https://forms.office.com/pages/responsepage.aspx?id=GUsqSzXRDkKLsrHNI4mYzIwOxW5HOY9InGd5qI1PKalUMVlBVFZESVdDQUVWT09EMkk5MFZCRU4xTS4u&route=shorturl
https://forms.office.com/pages/responsepage.aspx?id=GUsqSzXRDkKLsrHNI4mYzIwOxW5HOY9InGd5qI1PKalUOUdMWEQ4Q0U1NUtNU01HWVU4WFhCVU9GRC4u&route=shorturl
https://forms.office.com/pages/responsepage.aspx?id=GUsqSzXRDkKLsrHNI4mYzIwOxW5HOY9InGd5qI1PKalUOUdMWEQ4Q0U1NUtNU01HWVU4WFhCVU9GRC4u&route=shorturl

ESTIMATE OF REIMBURSEMENT BASED ON ALLOWABLE
EXPENDITURE

* 100% of allowable expenditures

Mandatory attendance due to Chapter president or required delegate

Running for regional, state, or national position

Participating in National Competition (Clinical Skills, Business Competition, etc.)
Providing a talk/session to attendees

* 75% of allowable expenditures

+  Chapter executive committee member
* Presenting a poster
* Member of regional, state or national committee

* 50% of allowable expenditures

*  Member of local chapter committee
*  Professional Development
* Attendee

(Allowable expenditures i.e.: flight, hotel, registration, mileage, rideshare)

**Registration will be covered 100% at the Early Bird member rate

Effective March 2026 per diem (meals) will no longer be covered
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INVOICE 2699

REGISTRATION

* Registration will be
reimbursed 100% at

the Early Bird student
membership rate

* Registration must
show proof of
payment on the
receipt

Total

Order Total: 249.00
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LODGING

e | odaing must be in * Reimbursement is paid only
student name for dates of conference*

» Hotel receipt must show

- If students are sharing, itemized room rate and
original cop¥ t())f lodging
e

receipt mus taxes, show payment (ncuding

submitted by each ccinfo), aNd zero-balance

student « Must provide an actual
receipt. Confirmations do
For those whose name

is not on the receipt not meet requirements

proof of payment to
primary student must be
provided.
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LODGING CONTINUED - PROPER RECEIPT

Hyatt Regency Chicago
151 Easl Wacker Drive
Chicago, IL 60601
Tel: 312-565-1234
Fax 312.239-4414
www chicagoregency hyatt.com

This example includes
room rate, taxes, and

Armval 07-13-2019

S e payment as well as a

Folio Window 1

Contmen e - — balance of zero dollars

Boaking No | ]

INVQICE

Date Description Credits

07132018 Groue Room **Possible exception — Expedia or
07-14-2019 Group Room

07-14-2019 Occupancy Tax travel bOOking SerViceS**

07-15-2018 Master Card xxxm,\xxxxm-

Total

Guesl Signature Balance

agree thal my liabiily

World of Hyatt Summary

membership: XXXXX I
Bonus Codes:

Qualifying Nights: 2

Eligible Spend: 470.00
Redemption Eligibla: 0.00

Summary invoice, please see front desk
for aligibility details
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LODGING CONTINUED - IMPROPER RECEIPTS

These are examples of confirmation emails. The travel office will not accept confirmations for reimbursement.

AN
Stay Details S

Sat Sep 25, 2021 — Sun Sep 26, 2021 Low Country Carriage House
Roomis): 1
Adultis): 2

Q Baltimore Marriott Inner Harbor at Camden Yards _

10 South Eutaw Street Balimore Manyland 21201 USA
Phone: +1 $10-962-0202

Who's coming

m thank you for your resenvation. The required deposit has been charged to your 2 guests

153 Ca n email with this information has been Siﬂli ook
forward to greeting you soon.
Your receipt for hotel stays may be automatically sent to the email address associated with
your reservation. If refer, may request a paper copy at the front desk when you .
checkin. Leam h cha r email address Confirmation code
No room preferences were selected.

Summary of Charges

Room Type: Guest room, 2 Double Address

Marriott Bonvoy Escapes Non-Member 2834 Honey Hill Circle, Ridgeland, SC 29936
1 room(s) for 1 night(s) Prices in USD

Saturday, September 25, 2021 151.00

Your host, Jim
Total cash rate 151.00

Estimated government taxes and fees

Total Stay 174.41 USD
Total cost

Cancellation Policy $332.65

You may cancel your resenvati o charge before 11:59 PM local hotel time on
September 23, 2021 (2 day{s] ore arrival).

After this time, please note that your prepayment for this special rate is non-refundable.
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* Must provide a
complete airfare
receipt

* Receipt must show
itinerary, class*, and
proof of payment

*Airfare rate must be economy for reimbursement

* [f more than one
person is on airfare
receipt, a complete
receipt must be

provided by each
traveler and include
proof of payment to
main traveler
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American\\ \

Confirmation code: KLUQXT

Tuesday, April 29, 2025
CAE

>

Columbia

10:23 AM

. DCA

Washington Reagan
1157 AM
Saturday, July 12, 2025

Confirmation code: KLUQXT

=

ashington Reagan
8:25 AM

o CAE

Columbia

1012 AM

Limited Time-Earm up 1o 75000
bonus mile

iles*

5 v .
ind the C® / Addvnntace® card that's riahs §

you Terms Agply

Your purchase

New tic
[$199.41 + Taxes & carner-r
$45 56)

Total cost

Your payment

* This is an example of a
proper airfare receipt

 Dates, times, class, ticket
number and payment
information are all there
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AIRFARE CONTINUED - IMPROPER REGEIPTS

Flight fee

AUG 25 2025

AMERICAN AIR0012269112988FORT

WORTH TX

A screenshot of a bank
charge, or only the

payment information is not - Anaage”

e n O U g h . [$405.58 + Taxes & carrier-imposed fees

$61.22]

Total cost

Visa

Total paid

$466.80

$466.80

$466.80

W
ff‘a’/‘-\

o1 (T

-$288.37 »
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X

e Must prOVide da Re":?ip"l 1011 W 20th St
Comp_lete receipt R S281202e SHO DM
showing payment " 1011 W 20th st

3/29/2026 - 4:24PM

611 S Central Ave

* Rideshare o 312912026 - 5:36PM
reimbursements will
only cover travel to/from 31202026 - 254PM
airport, hotel, and
convention center

1011 W 20th St
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CAR RENTAL

* Full rental receipt
showing payment must
be provided

* If expense is shared, a
copy of payment to
main traveler must be
provided as well as a
copy of the receipt.

Rental Agreement SN
invice : I

Renter Information

Trip Information

Renter Narme
I

Renter Address

Vehicle Information
Odyssey

License M. KNTEGE3
State/Pravince: OH

Unit i BE5168

WVehicle # SB0G1004

Vehicke Class Driven
8 Passangar Minivan 5 dooriutomatc!
Air

Vehicle Class Charged
A Passanger Minivan 5 doonifutomac!
Air

Odometer Mileage/Kilometers
Starting: 28875  Ending: 28,033
Total: 158

Fuel

Starting: Full Ending: 5.0

Thank you for renting
with Enterprise Rent-A-
Car

We appreciate your business!

This email was asomatically generated
from an unatiendsd maibox, 5o plensa
do nat reply ke this a-mail

1 you have any questions about your
rantal, plaass viaw our Frequantly

Pickup Return

Saturday, Decamber 6, Wadnasday, Dacembes
2025 700 PM 10, 2025 039 AM

HARRY REID INTL AIRPORT (LAS)
Start Charges 7135 GILESPIE 5T
Saluirday, Decamber & LAS VEGAS, NV B 184767
2025 -
usa
HARRY REID INTL AIRPORT [LAS)
7135 GILESPIE 5T
LAS VEGAS, NY B0 10-4267
LSA

TE2PM

Renter Charges

Rental Rate Time & Distance 4 Day at 377 .38 7 Day 330044

Coverages Raoadside Assstance Profecton (36 997 Day) $27.98
Add-One Refusling Charge ($6.55 § Galion) $45.84
Taxes and Fees Customer Facdlity Charge (3550 / Day) £22.00
Concession Recovery Fea (10.00%) .z
Clark County Tax {2.00%) 3768
Gowemment Services Fee (10.00%) 3374
ehick License Cost 2 280day (52 25 | Day) 35,00
Sakers Tax (8.30%) $25.52

Total $520.78

(St b audin)
Amount charged on December 10, 2025 to VISAJI (5468 45)

Amaunt eharged on December 10, 2025 1o VISATI 551.33)
Amount Due $0.00
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MILEAGE

* Must provide a roundtrip
POO le map from “home” to
ocation and back again.

* Fuel is not reimbursed. You
do not need to provide fuel
receipts

m B8 f H

3h 21m 3days 20hr

605 Harwinton Ln, Greer, SC 29650

1301 Taylor St, Columbia, SC 29201

605 Harwinton Ln, Greer, SC 29650

add destination
Options

B} Send directions to your phone @ Copy link
3 hr 22 min
211 miles

£H vial-385SandI-26 E

Fastest route, the usual traffic

Details  Preview

Explore nearby 605 Harwinton Ln

000060

Gas Parking More

Restaurants  Hotels
stations Lots

New! Continue your trip, tap the notification i
on your phone to get directions

Spartanburg
Q Search along the route.. ® Gas B EV charging
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QUESTIONS?

=~ College of Pharmacy
RUl™ UNIVERSITY OF SOUTH CAROLINA




THANKS!
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