Boston College Graduate Education Association (GEA)
Conference Grant Reimbursement Instructions & Checklist 2012-2013
_____ 1. Fill out the SABSC Student Expense Reimbursement Form available at: http://www.bc.edu/content/dam/files/offices/sabsc/pdf/Student%20Reimbursement%20Form.pdf.

If you are a student employee, please check the appropriate box.
· You may receive reimbursements now by electing direct deposit

· DIRECT DEPOSIT: if you are already on the BC student payroll and currently are paid via direct deposit, you STILL need to fill out the student direct deposit form for student expense reimbursements. The direct deposit form link is listed directly on the student expense form found above.

· Total reimbursement requested = $ amount you were approved for

· Chart String: Do NOT fill this out; GEA representative will enter this info
· Reimbursement Requested by: Charli Bryan, GEA President (DO NOT ENTER your name)
· Club Name: GSA – GEA
Phone: 617.552.4399
Email: gea@bc.edu
_____2. Fill out the SABSC Travel Expense Report Form ONLY if you are requesting reimbursement 
for travel-related expenses (plane/bus/car mileage/hotel, etc). This form is available at: 
http://www.bc.edu/content/dam/files/offices/sabsc/pdf/Expense%20Report%20Form.pdf.

Also include:

· Original boarding passes for airline travel

· Online driving directions for mileage reimbursement
· Hotel Receipts in YOUR NAME to show you have paid (even when sharing rooms)

_____ 3. Tape all original itemized receipts taped to an 8.5"x11" sheet of paper; attach only 1 copy of the reimbursement/travel expense form for all receipts. All receipts must be in YOUR name! (e.g. hotel)
· Circle the amount due on each receipt, total each sheet, and write the Page Total and the Payee Name (your name) at the lower right hand corner of each sheet.

· The total of receipts must match the total listed for “Total Reimbursement Requested”

_____ 4. Provide proof of payment for all cash, credit, and check expenses 


· Debit/Credit Card: Itemized receipt and signature slip must be submitted

· Checks: Submit a copy of the front and back of the processed check
· Cash: please provide receipt and indicate “CASH” on paper
· List of attendees for events with less than 25 people attending; no list required for more than 25 attendees

_____ 5. Provide a copy of the front cover of the conference program - If you are presenting, please submit the page in the conference program where your name appears and highlight your name 
_____ 6. DO NOT STAPLE THE FORMS TOGETHER – ONLY PAPERCLIPPED FORMS WILL BE ACCEPTED!

_____ 7. Make COPIES OF ALL DOCUMENTATION before you submit it to the GEA
**Please submit this checklist, the student expense form, and all supporting materials in a large envelope to the GEA Office, Campion Hall 107.  If you have any questions regarding the conference grant reimbursement process please contact the GEA at gea@bc.edu. 
Thank You!
