PROCEDURES FOR OBTAINING 

FACULTY DEVELOPMENT / PROFESSIONAL TRAVEL FUNDS
ALL FACULTY DEVELOPMENT TRAVEL FUNDS MUST BE APPROVED PRIOR TO THE MEETING.  To request travel funds, please submit a FACULTY DEVELOPMENT – PROFESSIONAL TRAVEL form to the Provost.  You can obtain one of these forms from the Provost’s section of the Asbury University website, the staff assistant in your department or the Provost’s Office.  When the Provost has reviewed the request he will note on the form the amount of funds that will be allocated for your request.  

A copy of your FACULTY DEVELOPMENT – PROFESSIONAL TRAVEL form showing the amount of funds that have been allocated for your request will be returned to you.  Following are instructions for obtaining the approved funds.

SPECIFIC AMOUNTS NEEDED PRIOR TO THE MEETING:  

For specific amounts needed prior to the meeting (such as hotel reservations, airfare, registration amounts, etc.) a “CHECK REQUEST” form can be completed.  Forward this form to the Provost’s Office for account number and signature. Documentation must be attached for the request to be processed.   With the request you may do one of the following:

1) Attach the completed registration form, reservation form, etc. to be mailed directly by the Accounts Payable Office with the check to the vendor, or

2)  Ask that the check be returned to you for mailing. 

FUNDS TO TAKE WITH YOU FOR EXPENSES AT THE MEETING:  

Two or three weeks prior to the meeting you may request advance funds by completing Part I of the “FORM FOR ADVANCE AND EXPENSES”.  A copy of the approved Faculty Grant form can be used as back up for the advance request. Forward the form to the Provost’s Office for account number and signature.  The form will be initialed by the Provost and sent to Accounts Payable. You will receive a check for the amount approved.

Following the meeting complete Part II of the form, attach all backup documentation and submit it to the Provost’s Office for signature.  If any funds need to be returned, include it with the documentation.  Please Note:  If this accounting and back-up documentation is not returned to the Accounts Payable Office, the funds will be accounted as income to you and you will become liable for income taxes on that amount.  
REIMBURSEMENT:  

If you did not request advanced funds, simply complete Part II of the “FORM FOR ADVANCE AND EXPENSES” after the meeting and submit it, along with all back-up documentation, to the Provost’s Office for processing and reimbursement. 

TIMING FOR SUBMITTING FORMS:
Please note that the forms must be received by Accounts Payable by noon on Wednesday for the expense check to be received Friday.  

It would be best to have the form to the Provost’s Office on Monday or Tuesday of the week that you would like to receive the funds.  If sending through CPO allow time in transit.

	ALL FORMS MUST INCLUDE SUPPORTING DOCUMENTATION 

AND BE INITIALED BY THE PROVOST 

BEFORE ACCOUNTS PAYABLE WILL PROCESS THEM.
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