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CHECKLIST FOR STUDENT PROFESSIONAL 
MEETING TRAVEL

• Prior to travel
❑ If missing any class(es) submit 

request to course 
coordinator(s) 4-weeks before 
travel or at the beginning of the 
semester

❑ Submit Estimated Travel 
Expense for Professional 
Meeting form 14-days before 
departure

• Post travel
❑ Submit request to Travel 

Reimbursement form within 7-
days of return

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

3/2/2026



REGISTRATION 

• Registration will be 
reimbursed 100% at 
the Early Bird student 
membership rate

• Registration must 
show proof of 
payment on the 
receipt



LODGING

• Lodging must be in 
student name

• If students are sharing, 
original copy of lodging 
receipt must be 
submitted by each 
student

• For those whose name 
is not on the receipt, 
proof of payment to 
primary student must be 
provided.

• Reimbursement is paid only 
for dates of conference*

• Hotel receipt must show 
itemized room rate and 
taxes, show payment (including 

cc info), and zero-balance

• Must provide an actual 
receipt. Confirmations do 
not meet requirements

*travel expenses to conference the day before and returning the day after may be covered



LODGING CONTINUED – PROPER RECEIPT

This example includes 

room rate, taxes, and 

payment as well as a 

balance of zero dollars

**Possible exception – Expedia or 

travel booking services**



LODGING CONTINUED – IMPROPER RECEIPTS
These are examples of confirmation emails. The travel office will not accept confirmations for reimbursement.



AIRFARE

• Must provide a 
complete airfare 
receipt

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

• If 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 

*Airfare rate must be economy for reimbursement



AIRFARE CONTINUED – PROPER RECEIPTS

• This is an example of a 

proper airfare receipt

• Dates, times, class, ticket 

number and payment 

information are all there



AIRFARE CONTINUED – IMPROPER RECEIPTS

A screenshot of a bank 

charge, or only the 

payment information is not 

enough. 



RIDESHARE

• Must provide a 
complete receipt 
showing payment

• Rideshare 
reimbursements will 
only cover travel to/from 
airport, hotel, and 
convention center



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. 



MILEAGE

• Must provide a roundtrip 
google map from “home” to 
location and back again. 

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



QUESTIONS? 



THANKS!
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