Unidata Policy Committee Meeting
Travel Checklist




Upon completion of your trip, please organize and review your expenses and submit your receipts to:

             Ginger Emery
             UCAR Office of Programs, Unidata

             PO Box 3000

             Boulder, CO 80307-3000

Be sure to include:

            Mileage to and from the airport--a note will do

            Shuttle, cab, bus, subway fare receipts

Rental car receipt--it's important that you submit this even though it will be direct billed to UCAR.

            Parking receipts--at the airport, at your destination, etc.

            Miscellaneous receipts--gas for rental car, other reimbursables

Hotel--If you had no personal expenses, no hotel receipt is required. (The hotel sends them directly to Unidata). If you had any personal expenses that will need to be repaid to Unidata, please obtain a "folio" receipt upon checkout. Mark all personal expenses and submit with everything else.  

After receiving these items, Ginger will review your expenses and complete your travel voucher.  Ginger will send the travel voucher by e-mail to obtain your signature.  You may fax it to 303-497-8690 or e-mail to Ginger at gemery@ucar.edu.

UCAR Travel will then review your voucher and send out a reimbursement check to you. Any personal expenses that were billed to UCAR during your trip will be deducted from your reimbursement. (Occasionally, personal expenses may exceed reimbursable expenses and you would be required to send payment to UCAR.



For more information on travel with Unidata, please see our travel web pages at:

http://my.unidata.ucar.edu/content/travel/index.html
Feel free to contact us with any questions:
Ginger Emery at 303-497-8643 or gemery@ucar.edu.


