STUDENTS:  Guidelines for Travel Expense Reimbursements 
List your travel expenses in detail to avoid questions resulting in delays; we do not reimburse meals since we provide all meals during the workshop. 

Complete mailing address with apt no. if moving provide future address.

State the purpose of the trip (workshop name) and your travel dates.
Submit your receipts by Friday 6/13/2014.
1. Sign this page at the bottom. 
2. Provide your contact information such as an email address for any questions that may come up during the processing of your expense report. 
3. Include all original receipts (attach explanation for any missing or copied or faxed receipts since they are not normally acceptable) 
4. Submit credit cards statements when available for foreign currency conversion expenses. 
5. Any personal car mileage reimbursement MUST be printed out from the online sites MapQuest or Google Maps. Gas receipts and mileage cannot be both claimed. It’s one or the other. Mileage allowance is 56 cents per mile.
6. Include the credit card receipt for flights.
7. Wire Transfers for foreign residents only-see page 2
8. Make checks due to Princeton University out to “The Trustees at Princeton University” with WIT 2014 in the memo section
Mail form and receipts to:
Mitra Kelly

Academic Admin
Princeton University

Computer Science Dept

35 Olden Street

Princeton, NJ 08540

Phone: 609-258-4562

mkelly@cs.princeton.edu
SIGN: 










PRINT Email Address: 






WIRE TRANSFER-foreign residents only
If you request an international wire transfer, the process is below. The SWIFT code will replace the ABA number for international residents. If the receiving bank is in the European Economic Union you must also provide the International Bank Account Numbers (IBAN). European banks now reject payments without IBANs.

· Name and address of the supplier’s bank 

· ABA Number (also called the routing number) 

· Bank account number 

· Name on the account 

· Your full home address

