Policies Regarding Reimbursement for Student Travel
1. Each trip and the estimated expenses for it must be explicitly approved by the Program Coordinator prior to incurring any expenses if you wish to have your expenses reimbursed.

2. All WVU and IMSE policies must be followed, including completing a travel request form, production of receipts, etc. Talk to Mickie prior to incurring any expenses to obtain the latest rules.

3. If the Dean’s office or other entities can provide funds you can apply for to cover your expenses, apply for them. Those amounts will be added to the total allocated by the program coordinator from the Training Grant. However, the program coordinator is obligated to minimize costs and return any unspent funding from those sources after first exhausting the travel funds in the Training Grant. Thus, it is a huge mistake to “burn up” available funding. 

4. For group trips, including the AIHCE, provide a detailed expense estimate for the program coordinator’s approval. Do not incur any expenses until it is approved. Do not seek reimbursement beyond the total amount allocated for the trip without prior approval from the program coordinator. If the total requested reimbursement for a group trip exceeds the total allocated, the program coordinator will distribute the available funds in the way that seems most fair to him. You may have to pay the overages out of pocket. If you incurred unnecessary expenses, your overages will be higher than others.
5. Make flights and hotel reservations as soon as you have approval to incur expenses. If the price climbs higher because you waited longer than necessary to arrange the flight or the room, you may have to pay the difference out of pocket.

6. Minimize costs. For example, do not select any unnecessarily expense hotel room or take a taxi when a cheaper shuttle was available. Do not ask for reimbursement for unnecessarily expensive meals. Do not ask for per diem reimbursement unless your actual expenses were higher than per diem.

7. Do not list any expenses other than flights, hotel bills, ground transportation, meals, and conference registration without obtaining prior, explicit permission from the program coordinator. Do not ask for reimbursement for tours at the AIHCE or other “extra” costs beyond registration.

8. Turn all expenses and receipts in within one week of incurring the expenses. If you are much later you may not be reimbursed.
9. Students whose travel costs for the AIHCE will be authorized by the program coordinator will be selected in this order: those presenting a paper or poster, those who obtained funding (i.e., from applications and volunteer work) from the Dean or other sources to cover a substantial fraction of their expenses, the President of the AIHA Student Section, VP of AIHA, treasurer of AIHA, those who will defend or graduate by the end of that semester.
10. Students who are authorized by a research grant’s principle investigator to use grant funding to cover their travel expenses for grant business should speak to the principle investigator about his or her policies. Note that WVU will not reimburse any expense it considers unreasonable or that violates WVU rules or policies regardless of anything the principle investigator says or promises.

