Instructions for Conference Registration
12/17/14

   Contact Beth Toerne, Clark Hall, Room 287, 5-8632, bethm@wsu.edu to arrange Travel Authority paperwork well before you are faced with deadlines for conference registrations or abstract submissions. Do not wait until the last minute. 

   Contact Mary Kittelson, Clark Hall, Room 299, 5-0586, mmkittelson@wsu.edu  to obtain the credit card information to use when paying for your registration.  
Things to consider - 
      
· Do the event organizers accept credit cards?  If not, Beth will arrange for the Travel Department to make the payment, and that takes an additional 2-3 weeks prior to the registration deadline.
· Are meals and lodging included in the registration fee?  The departmental purchasing card can be used for registrations that are “lump-sum” – that include lodging and meals but do not list them as optional purchases.   If the registration includes these items as options and you wish to pay for them, payment will have to be made through the Travel Department. If that is the case, please provide Beth with a completed Registration Form and details of where to send payment.  
· Are you planning to participate in optional excursions, tours, purchase souvenir T-shirts, or attend optional banquets?  You will need to pay for those personal/optional expenses with personal funds.  They cannot be charged on the departmental credit card.  If personal expenses must be paid for as part of the registration, you must pay for the entire registration with personal funds and claim reimbursement for the allowable expenses after the travel occurs.  
After Traveling -
Reimbursement

· The WSU Travel Department requires that requests for reimbursement be 
submitted as soon as possible, preferably within 20 days of the end of your 
trip.  If you personally paid for your registration, please provide proof of 
            payment of registration with your other receipts.


· Please note - If you request reimbursement 60 days or more after the end date 

of your trip WSU will report your reimbursement as taxable income.  
Lost Documents
· If you lose your receipt, a copy of your credit card statement that shows the charge or your cancelled check can be used to substantiate the expense.  An Affidavit of Lost Receipt will be provided for your signature.

