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Student completes the TRV Form* (but do not sign it)


Student brings the completed TRV Form when meeting with ELC Admin Assistant


Student goes through the TRV with ELC Admin Assistant & signs the top part of teh TRV. ELC Admin Assistant will get Dr. Rochelle Brock (ELC Chair) to approve student's travel to attend conference. ELC Admin Assistant will keep the entire TRV packet.


Student emails ELC Admin Assistant for an appointment within 3 days after receiving Dr. Bettez's email to discuss about TRV


Before ending the meeting, make next appointment to meet with ELC Admin Assistant for when you return from your conference to submit the rest of the documents (e.g. receipts, invoices) 


Student attends conference & ensures s/he collects & keeps all receipts, bills, etc. in one place (e.g. a gallon bag or a folder) 


Upon returning from conference, student meets with ELC Admin Assistant per the appointment date (i.e. within 1-2 days of the end of the conference) to submit final documents (e.g. hotel bill, taxi receipts, parking receipts, etc.)


Student signs & dates the bottom half of the TRV when all documents are submitted & in order. If the event is very close to UNCG financial year-end, student & ELC Admin Assistant will make necessary arrangements to get all documents in before Budget Office's deadline


ELC Admin Assistant gets ELC Chair to sign bottom half of TRV & initial on the approved fund source, scans all documents, & submits the entire packet to Accounts Payable


If student's travel is part funded by another department on campus, ELC Admin Assistant will submit the entire packet to the other department for their final approval on their source of fund


Said department will scan the front part of the TRV & send a copy to ELC Admin Assistant before sending the entire packet to Accounts Payable for processing


If there are no issues, student receives a direect deposit email notification from Accounts Payable (duration to process claims vary but student should receive claims within 1-2 months)


Accounts Payable processes students' TRV packet. If there are any issues, Accounts Payable will contact parties concened


Student reads the Travel Manual* & the ELC Student Travel Fund Application Guidelines


Student prints out (double sided) the email received confirming invitation to present at a conference and/or the approval email for additional funding from another UNCG department to supplement travel expenses


Staple all documents & submit entire packet to Dr. Silvia Bettez at least 3- 5 months before the event


Student completes the "ELC Financial Support Travel Application Pre-Approval Form"


If application for ELC fund is approved, Dr. Betetz will email student & copy ELC Chair & ELC Admin Assistant. 
Successful Applicants - please see further steps below


Student completes the TRV-S "Student Non-Employee Travel Agreement"


*It is students’ responsibility to read the Travel Manual, comply with the travel policies, and refer to the sample TRV on ELC’s website before completing the TRV form. Incomplete or wrongly filled TRV will be returned.
*It is students’ responsibility to submit all necessary documents within the deadline specified here. ELC & other departments on campus will not be responsible for any delays in claims processing or any other consequences (such as, taxes) if students are late in submitting all of the documents required for the reimbursements to be processed within the 30-day period as stipulated in the Travel Manual.
*To save papers, ease scanning process & reduce size of the packet, please print double-sided for all documents that you submit (e.g. MapQuest for mileage claims, TRV Form, email/print-out from conference organizer, etc.) 
*If in doubt, please refer to the Travel Manual or contact ELC Admin Assistant before you start planning your trip.
