Reimbursement Guidelines
for Graduate Students

If you are a Graduate Student, and you will be participating in Conference Travel, please follow these instructions for reimbursement.  It is the student’s responsibility to book their own travel within the award parameters.
If these guidelines are not met, you will not be eligible to be reimbursed. If you have any questions regarding this process please contact the Graduate Program Assistant, Heather Hendren (hhendren@illinois.edu).

BEFORE TRAVEL:
1. Students must complete the Conference Participation Award Application to apply for consideration of award funds.
2. These forms are to be emailed to the Director of Graduate Studies (DGS), Dr. Derek Long (drlong@illinois.edu) as well as the Graduate Program Assistant, Heather Hendren (hhendren@illinois.edu).
3. You will receive email notification from the DGS regarding award amount information after it has been determined.

AFTER TRAVEL:
1. Once the student returns from Conference travel, they will be responsible for contacting the Graduate Program Assistant, Heather Hendren, to gain access to Chrome River.
2. The student will then fill out an Information Security Compliance Form that will be sent to HR for approval.
3. After the student has been approved, they will need to log in to Emburse Enterprise.
4. Once in the application, they will complete Adding a Delegate in Emburse Enterprise, making Heather Hendren their delegate.
5. A delegate is able to create and manage expense reports on the student’s behalf.
6. The student will then need to upload all travel receipts to their Chrome River eWallet.  Here is the list of approved receipts for reimbursement:
· Conference Registration
· Membership Dues/Fees
· Airfare
· Hotel
· Ground Transportation
** NOTE:  Meal receipts will not be accepted.  Meals will be per diem.  The word "per diem" means "per day," or "for each day." Per diem is a daily allowance for meal expenses while in travel status that includes an overnight stay. Per diem is not given for same day travel. Per diem supplements the cost of meals. Receipts are not required to receive this per diem allowance.

UNIVERSITY PAYABLES PROCESS:
1. All requests are to be submitted within 30 days after the expense is incurred. 
2. After the expense report has been created and submitted by the student/or delegate in Chrome River it will be sent directly to University Payables for processing.
3. University Payables will review the ER for compliance with University/State Policies.
4. If approved, reimbursement will be issued to the student’s account established with OBFS, University Payroll Services.
5. An email notification will be sent to the student to notify them of the direct deposit when the reimbursement has been processed.
**NOTE:  This process may take several weeks to complete, so it is imperative that students do their best to submit their receipts as soon as possible following conference travel.  If there are any questions, please contact Heather Hendren.

