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Monthly Travel Tips- February 2007
· Registration paid but not attended

The Travel Desk will need documentation attached to the final claim that shows that the vendor of the conference/class was contacted for either a refund (preferred) or a credit for a future conference/class.  Please remember to include the vendor’s response showing the refund or credit confirmation.   Note: These requests often have deadlines so it is best to make the request as soon as possible.

If a refund or credit is not an option, 

A written explanation from the employee as to why the conference/class was not attended with the signature of the traveler's supervisor needs to be submitted with the final claim. A memo should also be sent out to the campus to see if someone else on campus can attend in the first persons place.

