
MFA STUDENT TRAVEL       
 
 
Instructions for requesting CRW travel funds: 
 

1. Write a letter of request to the department chair detailing the purpose of your travel. Wait to get approval (which will come 
from the chair, or Mēgan), and then send Lisa an email stating how much your travel award will be (usually around $250) and 
give Lisa a copy of the award letter/email. Lisa will create an online travel reimbursement authorization for you. This will 
generate the first of two emails that will require you to go in to UBusiness (login name = UNCW email, everything before the 
@uncw.edu; password = your email password) and give your electronic signature. Check your UNCW email frequently from 
here as there are a few electronic steps that will need to be completed –two signatures to authorize the travel before you go 
and then two signatures to actually approve the check when you return. Look for the subject line of ‘Travel’ in your emails -- 
you should get a total of four.  The final email will ask you to print something --don’t do that. That’s for Lisa to complete. 

**These instructions also apply for AWP travel, except that no award letter from the Department is needed.** 
2. Before you leave, give to Lisa:      **This must be done before you travel or you cannot be reimbursed.** 

a) a copy of each award letter (from CRW, GSA, CRW GSA, etc.), if applicable  
b) for air travel, your itinerary (must show the credit card that was charged [with xxxx-xxxx-xxxx-1234], or you must 

submit a credit card or bank statement that shows the airfare charge AND your name on the account). Note: you 
must show an ITINERARY with flight dates and times –-a payment receipt for the flight is not sufficient. 

c) an estimate of lodging expenses (forward email confirmation if you have it) 
3. When you return, bring to Lisa: 

c)    original receipts for lodging, ground transportation (shuttles, etc.), and gas (rental car only; see note for ‘Mileage’  
        below)   **Note -- food receipts are not necessary since you are reimbursed on a per-diem basis; lodging  
        receipts must show the credit card that was charged, or you must submit a credit card or bank statement that  
        shows the lodging charge AND your name on the account.** 

 
 

If you are getting $ elsewhere and are not getting CRW $, it will be that dept./source that will process your reimbursement. 
 

 
Helpful t ips: 
 

• If another individual paid any part of your expenses, you’ll need to get 1) a statement from them that they paid for you and you paid 
them back, and 2) a copy of your cancelled check to them. 

• Options for lodging if you are sharing a hotel room: Option 1), You can have the hotel split the bill. You should have a bill that 
clearly states your name and shows where you actually paid for the room (cash, or a credit card number with xxxx-xxxx-xxxx-1234 
will have to be clearly marked as the payment method). Option 2), One person pays for the room, and occupants pay that person 
back. The person who paid for the room will need to give me a written statement that shows the breakdown of all occupants and 
who paid what, and then give me cancelled checks for each occupant, showing that they paid. (I’ve also had statements work in 
the Travel Office in the past that say people paid in cash, but the Travel Office will require statements from both the payee and the 
payer for payments made in cash.) (You can see how this can get complicated.) 

• You are reimbursed $35.15 per day for food ($37.50 for out-of-state travel). The breakdown is as follows: 
    In-State       Out-of-State 

Breakfast $7.75  $7.75 
Lunch  $10.10  $10.10 
Dinner  $17.30  $19.65 

    $35.15  $37.50 
• On your departure day, you must depart before 6:00am to claim breakfast reimbursement. If you have an evening departure, you 

must depart before 5:00pm in order to claim dinner for that night. 
• On your returning day, you must return after 8:00pm in order to claim dinner for that night. 
• Mileage (for driving a personal vehicle) is reimbursed at the rate of $0.47 per mile (or $0.30 if over 120 miles round-trip). If 

students travel together, only one person can claim mileage. If a person claims mileage, they cannot then claim gas (no need to 
keep gas receipts). Gas receipts should only be kept if a person is claiming reimbursement for a rental car.  

• There are set round-trip mileages approved by the University for travel from Wilmington to area cities. You must use these 
approved mileages, if they are listed. They can be found at http://www.uncw.edu/ba/parking_trans/mileages.htm 

• Travel reimbursement checks will come to the Department as a paper check, unless you have a departmental job --TAship, W.I.A., 
etc-- where you will be paid as usual with direct deposit. (**Note** If you received a travel grant from the Grad School or GSA, then 
your documents will be forwarded to Nancy Holland in the Grad School. This may cause a delay in reimbursement.)  

 
 

Links for requesting Graduate School travel funds: 
Instructions & Form:    http://www.uncw.edu/grad_info/forms-students.htm   

 
 
Links for requesting GSA travel funds: 

Instructions & Form:    http://student.uncw.edu/org/gsa/GSATravelGrants.html   
  
 
To request CRW GSA travel funds:   Contact the CRW GSA President.  

For 2009-2010: Rod McClain, rdm2056@uncw.edu & Ariana Nash, ann4289@uncw.edu   


