Travel/Purchase REQUEST APPROVAL FORM:

DEPARTMENT OF EMERGENCY MEDICINE

Note:  ACEP/SAEM Requests are DUE by the 1st of the Month - 90 Days Prior to the Meeting Date.  
	Name: 
	
	Date Submitted:
	

	Purpose/ Description: 
	
	Practice/ Site:
	

	Travel Request:
	
	Purchase REQUEST:

	Travel  Destination:
	
	Vendor/Supplier:


	

	Event Date:
	
	Date:
	

	Estimated Cost:
	
	Cost
	

	For Conference /Travel, have you attended this event in the past?    

	Priority -( please CHECK OR WRITE YES /NO ON all that apply):   

	YES /NO
	

	
	Presenting an abstract?      
	Title:  


	
	· Have you received internal/external funding for this project?
	  

	
	· Has this been reviewed by the Department Research? Committee?
	

	
	·  Has abstract been presented previously?


	If Yes, When:
	

	
	
	Where 
	

	
	Moderator of paper session?
	Title:  

	
	Didactic Panel? Committee Member?
	

	
	Symposium Leader/ Chair? 



	

	Funding source: 

	
	Development/Scholarship Fund?
	
	Requested Amount?



	
	
	
	

	
	Continuing Medical Education (CME)
	Award Amount: 


	Balance:


	Requested Amount?



	
	
	 
	
	

	Department Travel Support Request (NON-CME)?  (Yes/No?) 
	

	*Only scientific abstracts or symposia leadership positions are eligible for departmental travel support.  *Departmental travel support subject to the availability of fund. 
· Do you have any available grant funding or discretionary funds that could be used to support this travel? 
· Has the department funded any other travel for you during this fiscal year?

If Yes,  When:                               Meeting/Event:  _____________      
	

	
	

	SmartKey(s): Provided by Finance Dept.
	

	Dept. Finance Approval:
	
	Date: 
	

	Chair Approval:
	
	Date:  
	


EMORY DEPARTMENT OF EMERGENCY MEDICINE
REQUEST APPROVAL FORM:

This Form can be used for the following requests:

TRAVEL *PURCHASE* CME* DEVELOPMENT* SCHOLARSHIP

Faculty and APPs who are planning to travel and purchase requests using CME/ Development funds must be submit the attached Request Approval Form (RAF) to Finance Department, to be approved by designated approvers at least 90-days in advance of the travel event. A completed Request form can be submitted via E-mail attachment or hand-deliver to the Finance Department, for approval process. 

1. Complete Request Approval Form (RAF), 90 days prior. 
2. Submit Request Approval Form via E-mail attachment or hand-deliver to the Finance Department, for approval process. (The Finance personnel will code and submit the form for review and approval to the designated approvers (Manager, Administrator, Chair or designee.).

3. Financial personnel will return and notify requester’s approval results (within 2 weeks from the date the RAF is submitted).

4. Based on the approval result, Faculty can proceed with arrangements and complete transactions.
5. Reimbursement should be expected within 10 business days of the Expense Report submission. 

CME (Continuing Medical Education): 


                          
CME funds are available for the purpose of professional development in your specified career, and to assist you in completing licensing requirements. See CME policy for more details. Faculty/APPs are responsible for verifying adequate funds available in his/her CME account prior to travel. CME can be verified by contacting your support staff or the Finance department. 
For ALL Travel: 

To arrange your flight through Emory Travel and direct bill the Airfare cost to a SmartKey, contact your support staff or finance personnel.   
Reimbursement:




                (http://policies.emory.edu/2.93)
Original Receipts & Credit Card/ Bank activity should be submitted within 10 days of completing travel/purchase for reimbursement. (No need to wait for monthly credit card or bank statement; the completed charges/transactions on accounts can be printed to scan or downloaded for submission).*Corporate Card holders must submit the required receipts ASAP. 
Other Helpful Links: 

· Expense Reporting, Reimbursement and Payment, Emory University. (http://policies.emory.edu/2.93)
· General Purchasing Policy can be found at http://policies.emory.edu/2.121  
September, 2018. Please return form to Genet Gebrewahd - genet.gebrewahd@emory.edu 404-712-1413
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