GUIDELINES FOR RESIDENT PROFESSORS

COMPLETING EXPENDITURE VOUCHER FORMS
Accounting of travel advances should be submitted within 15 days after the return date to the US on the attached Expenditure Voucher form. 
The following information should replace the XXXX’s under Business Purpose:

· Indicate the per diem amount provided to you by your WFU Program Director based on your start and end dates.
· Indicate your WFU program location

· Indicate the start date as shown on your travel advance form(s).

· Indicate the end date as shown on your travel advance form(s).

Enter the total per diem amount allocated according to your WFU Program Director.

Enter the amount of your Travel Advance – Part 1 (if any) with a minus sign in front of the number. 

Enter the amount of your Travel Advance – Part 2 with a minus sign in front of the number.
The total should equal zero.

Sign and date the form and then forward to your WFU Program Director for approval and processing.
Attach  a copy of your travel advance receipt. No other receipts or documentation is required.
