Reimbur sement Requirementsfor Seminary Visits

After you have been approved by Dr. Cunningham for The CrossRoads Project to cover some or
all of your travel expensesto visit a seminary, please take note of the following:

All approved funds for reimbursement must have a corresponding receipt.
Keep copies of al travel expense receipts such as:

o Toll road fees (use lanes with an attendant and ask for a receipt)

0 Gasoline expenses (oil, if necessary)

0 Parking expenses

0 Shuttle transportation such as bus, taxi, subway, train, etc.

Please, bring receipts to our office as soon as possible after your visit so that the
necessary paperwork can be submitted to Business Services. Receiptsturned in to
CrossRoads by Friday can expect to be reimbursed the following Friday.

0 Exception: If airfareis required, you may bring that receipt in prior to you trip so
that you can receive the reimbursement before your credit card bill arrives.

If you purchase an “e-ticket,” ssmply print your payment receipt email or
web page and bring or send it to the CrossRoads Project office via campus
mail. You can forward your payment receipt by email to
Crossroads@hope.edu.

0 Your airfare receipt must include the dates of your travel and the amount of
money you paid. Please note that your ‘travel confirmation” may not contain that
necessary information for reimbursement.

When you submit your receipts to us, please include who the check needs to be made out
to and the compl ete mailing address where the check should be sent. If someone other
than yourself is being reimbursed, the check will be make out to that person as well as

yourself using “or” as an indicator between your names. Example: “John Doe, Sr. or
John Doe, Jr.”
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