GUIDELINES FOR RESIDENT PROFESSORS

COMPLETING TRAVEL ADVANCE FORMS
To receive funds to defray the cost of living and incidental expenses while serving as a resident professor (RP) at one of the WFU Houses or academic programs abroad, faculty members should complete the attached travel advance forms.

PART 1
For incidental expenditures prior to departure, the RP should complete the travel advance form labeled Part 1 for the total amount of those expenditures excluding his/her airfare. (The RP should submit the actual invoice for his/her airfare for direct reimbursement). The RP should also provide a copy of receipts/invoices for pre-departure expenditures to his/her WFU Program Director when submitting the travel advance for approval.

The following information should be included on the attached form:

· University accounting code: To be completed by the WFU Program Director.
· Travel dates: The start date should be your date of arrival in the host country;
         The end date should be your date of departure for the USA.
· Business purpose: Replace the XXXX’s with the location for which you are serving as RP and the number of students participating in the program. 
· Description: Under amount following Incidentals, indicate the total cost of the pre-departure incidental expenditures. No additional descriptors are necessary.
· Total Travel Advance Requested: Again, indicate the total cost of pre-departure incidental expenditures.
Sign and date the form and then forward to your WFU Program Director for approval and processing.

PART 2
Before departure, the RP should complete the travel advance form labeled Part 2 for the total per diem amount allocated according to his/her WFU Program Director minus the amount of the Part 1 advance. This allocation will vary based on location and circumstances (as well as the amount of the Travel Advance – Part 1).
The following information should be included on the form:

· University accounting code: To be completed by the WFU Program Director.
· Travel dates: The start date should be your date of arrival in the host country;
         The end date should be your date of departure for the USA.
· Business purpose: Replace the XXXX’s with the location for which you are serving as RP and the number of students participating in the program. 
· Description: Under amount following Meals and Incidentals, indicate the total cost of the allocation. No additional descriptors are necessary.
· Total Travel Advance Requested: Again, indicate the total cost of the allocation.
Sign and date the form and then forward to your WFU Program Director for approval and processing.
