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Graduate College Travel Award Guide – Arizona or Virtual Travel 
Use this guide if your professional development activity is within Arizona or you are attending virtually. 

• If you are seeking reimbursement → Follow Section A. 
• If you are requesting a direct payment by the Graduate College → Follow Section B. 

Note: Concur registration is not required for Arizona travel or virtual events. 

 

Section A – Reimbursement (via Workday) 

If you paid for event-related costs and are requesting reimbursement, submit the required materials within 30 
days of your event. Please note, reimbursement may only occur after the completion of the event.  

Submit the following to grad-travel@asu.edu: 

• A PDF of your Travel Award Letter 
• Receipt showing proof of payment 
• Event documentation in PDF format (webpage, brochure, email, etc.) 
• Completed Expenditure Payment Request Form (EPRF) -  (The EPRF is attached to your award email.) 

o Include a brief statement describing: 
 the purpose of the event, and 
 how your attendance benefits you, ASU, and your research. 

After Submission 

• The Graduate College will process your reimbursement in Workday. 
• You will receive an email prompting you to review and approve the expense report in Workday. 
• Reimbursement will be issued after the report is marked “Sent for Payment.” 

Important: 
Reimbursement is sent to the payment method you have set up in PaymentWorks. The Graduate College cannot 
view or adjust this information. 

We hope this opportunity enriches your academic and professional development. Please remember to record 
this award in your iPOS. 

 

Section B – Direct Payment (Graduate College Pays Vendor) 
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If you prefer the Graduate College to pay for eligible expenses before your event, submit the following at least 2 
weeks in advance to grad-travel@asu.edu: 

Submit the following to grad-travel@asu.edu prior to your event: 

• A PDF of your Travel Award Letter 
• Receipt showing proof of payment 
• Event documentation in PDF format (webpage, brochure, email, etc.) 
• Completed Expenditure Payment Request Form (EPRF) -  (The EPRF is attached to your award email.) 

o Include a brief statement describing: 
 the purpose of the event, and 
 how your attendance benefits you, ASU, and your research. 

After Submission 

• The Graduate College will email you a copy of the receipt and/or confirmation once we have completed 
payment. 

Important: 
If you have additional funding sources, you may need to coordinate separately with those departments to 
reimburse any expenses exceeding the Graduate College award amount. 

If you do not have additional funding sources, the Graduate College is unable to pay for expenses that exceed 
the award amount. 

The Graduate College Travel Award does not cover expenses for hotel, meals, daily allowances, ground 
transportation or other expenses not included in the award letter. 

We hope this opportunity enriches your academic and professional development. Please remember to record 
this award in your iPOS. 

 

Questions or Need Assistance? 

Email grad-travel@asu.edu or call 480-884-2293. 
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