
Travel Requests

Mandy Melton – Administrative Assistant

Kenan 225B

mmelton@live.unc.edu



What’s a Travel Reimbursement?
• Payment for expenses incurred during a University-related travel.

• So this can include*, but is not limited to:
 Airfare

 hotel room

 meals during trip

 taxies

 uber/lyft

 rental car

 parking

 registration

 And more!

• This does not include things like the poster for your presentation – which can be 
reimbursed, but not through the travel system.

• You cannot be reimbursed for something the University has already paid for.

*Provided 
that your PI 
approves



Before you go!

• CABs – How to get us to pay for your flight

• Registration and the P-card

• Airbnb (or other non-traditional lodging), unusual Hotel stays, and why you 
need to tell us about it

• Please talk to us before you go if there’s anything odd about your travel



After you come back

• The Travel Form
 https://intranet.chem.unc.edu/finance/#1567098627934-56464933-84a5

• Give me all the Receipts
 Airfare, baggage, parking, shuttle, metro, train, anything and everything

• You have 30 days from last day of Travel to submit without additional justification

• You will need to sign the acknowledgement form before it can be submitted
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Timeline for a Request 
Give 

Complete 
Travel 
Form, 

receipts 
to Admin

Admin Person 
inputs request and 

sends to 
Accounting

Accounting 
reviews

DeniedDenied Approved

Travel 
Department 

Reviews

Denied Approved

Disbursement Services 
readies payment You are paid!

Process usually takes about 4 to 6 weeks

Sign 
Acknowledgement 

and return to 
Admin



Key Things to Remember
• We can pay for your flight before you go (CABs)

• You can use the P-card to book registration, so long as it’s just 
registration

• You need pre-approval from the Travel Department to stay in an Airbnb

• Please let us know if there’s going to be any unusual occurrences in your 
trip

• You need to completely fill out the Travel Form from the intranet site

• Keep and provide us with all your receipts

• Submit your request within 30 days (if possible)

• It usually takes 4-6 weeks to process a request, barring any 
extenuating circumstances

• If you ever have any questions regarding this or anything else, please ask 
your administrative assistant!



Questions?

• Travel Policy website - https://finance.unc.edu/services/travel/

• Chemistry Travel -
https://intranet.chem.unc.edu/finance/#1567098627934-
56464933-84a5
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