Travel Guidelines 2025/26:
· The first step in the formal process is to send a travel request email to your advisor & cc the Grad Coordinator.    That initial travel request email needs to answer a series of questions (see the “Trip Request”). These are the questions used in Concur as well as in the CLA PROMISE grant application; it's also valuable information for your student file.  
· Next your advisor approves the trip and cc's the Grad Coordinator.
· Then the Grad Coordinator forwards your request to the DGS, Andy Baker. 
· When DGS approves, the Grad Coordinator lets you know your travel (and PROMISE grant, when applicable) have been approved.
· This is the point where students enter PROMISE funding applications in the CLA system.  Students have found it confusing because they're accustomed to entering the PROMISE grant first, but actually it should be done after you know that you are approved by your advisor and Andy.
· The Grad Coordinator creates the Trip Request in Concur and let you know that your Trip Request is ready for you to submit in Concur.  I cannot submit this for students; it is up to you to submit it.  
· Next, the student requests a Purdue Travel credit card limit increase, if desired, using the Concur system (see separate instructions).  Purdue Travel credit cards automatically reset to $0 available, so an increase must be requested each time.  Students can ask for a credit card limit increase in the amount of approved funding (PROMISE + department). Students can use their personal credit card if they choose; you are not required to use a Purdue Travel credit card.

Please note:
· Record all receipts either via ExpenseIt or digitally (except for food, which is not reimbursable; only per diem is allowed).
· When you return from your trip, tell the Grad Coordinator you're back and send any receipts that aren’t in ExpenseIt to the Grad Coordinator via email.
· The Grad Coordinator will review your expense report for accuracy, enter allocations, and let you know when it's ready to be submitted.
· You have to submit your expense report.
· If you receive an email from Travel letting you know about a problem with your expense report, contact the Grad Coordinator.
