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What to do and not to do for Travel Reimbursement 

 
Traveler's Responsibilities:  Obtain the most cost-effective mode of travel.  Complete travel application in 
advance of travel; Complete travel expense (Chrome River) within 15 days (if the advance was obtained) or 30 
days of the trip return date, and comply with federal, state, and sponsored project and institutional policies. 
 

 
 
 


