
1



2

Preapproved Travel Forms 1-6 

Direct Pay Request Forms 7-11

Conference Reimbursement Form 12-16

Submission Deadline Calendar 17
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Ask Michelle: 
Are we still 
sending 
these to 
travel? Or 
AP? 
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If the completed travel forms are received by Accounts Payable by end of day Thursday (highlighted in peach above), the  payment will be processed with the following week’s check run 
(highlighted in teal above). 
If the completed paperwork is received Friday (highlighted in purple above) through the following Thursday, the payment will be processed on the Thursday highlighted in blue. 


