SERNEC (SOUTHEAST REGIONAL NETWORK OF EXPERTISE AND COLLECTIONS)


DIRECTIONS FOR TRAVEL REIMBURSEMENT


3 Things are Needed for a successful reimbursement:

1. The “Reimbursement Questionnaire” (completed)
2. The Appalachian State University “Travel Authorization Form” (completed)
3. All original receipts pertinent to travel (e.g., cab, hotel, plane, rental and private cars, etc.) ATTACHED


Mail To:		Derick B. Poindexter
			Appalachian State University
			Department of Biology
			PO Box 32027
			Boone, NC 28608

1) The “Reimbursement Questionnaire” is self explanatory and asks questions that will expedite the process.
2) Fill out the highlighted fields of the ASU “Travel Authorization” Form (see example below).
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