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Pre-Travel Checklist:

For a complete explanation of Wright State University Travel policy, please read the material at
http://www.wright.edu/wrightway/5601.html
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Advisor approval for travel

Submit abstract/paper to conference for acceptance
Obtain travel authorization form and chair/departmental approval
Submit CoSM special projects form (include abstract/paper)

Meet with departmental travel coordinator to make
o Air Travel reservations
o Hotel accommodations
o Registration payments
o Other travel requirements

Rental Car (if necessary) reservation must be made with Departmental ProCard (policy
http://www.wright.edw/wrightway/2601.html)
o Complete the Driver Application Form (DAF) at
http://www.wright.edu/admin/bpra/risk/driver.doc
o Submit the DAF to the department travel coordinator three weeks before travel
o Review Wright State’s car rental insurance policy go to
http://www.wright.edu/admin/bpra/risk/

Obtain a travel packet from departmental travel coordinator approximately one week before
travel.

Post-Travel Checklist:

O

Submit travel packet with forms completed, all receipts, airline ticket stubs (if applicable),
badges, programs, etc. to the departmental travel coordinator within one week after travel.

All appropriate forms are forwarded to CoSM business manager after the departmental travel
coordinator has reconciled the travel authorization and receipts. The business manager then
forwards the appropriate forms and receipts to accounts payable. Accounts payable reviews all
receipts and requests to ensure enforcement of WSU travel policy. Once all policy requirements
have been met, accounts payable forwards a check to the traveler.
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