
WKU English Department TRAVEL FUNDING PROCEDURES 

Before your trip:  

Go to: http://www.wku.edu/english/faculty-information/ 

After you click the link, type in your NetID and password to gain access to the e-Signature form  

Each trip must have its own form. 

o In the “Destination” section, please enter city, state for domestic travel or city, country for

international travel.

o Be as specific as possible in the “Purpose of Trip” section. If you are attending a conference, you

must include the name of the conference (no abbreviations) and the full title of your paper.

Please include a sentence or two describing the topic of your paper so we can share your work

with colleagues.

o Please DO NOT use abbreviations in any section of the form.

o Please contact Tomitha regarding mileage and per diem rates.

o If your registration fee includes banquet charges, you MAY NOT claim per diem for those specific

meals.

o Mileage may only be claimed for use of your personal vehicle. 

o WKU has contract pricing for Enterprise Car Rental and National Car Rental. Go to

http://www.enterprise.com/car_rental/deeplinkmap.do?bid=028&refId=WESKENUN

o Once you have entered all your information, please click the “Validate” button at the bottom of

the form.

o In the Send to email address field enter: english.travel@wku.edu

This form will go to Mary at english.travel@wku.edu.  She will look it over and email it back to you with the approved 

funding amount. Keep this form for your records!  

We will provide you a checklist for each trip. This checklist is attached to an envelope where you can keep all required 

documents and receipts. Please stop by my office and grab one before you leave for your trip, or request it to be left in 

your mail box.  

During your trip: 

Please place all pertinent materials in the envelope. 

o Conference invitation email or letter

o ALL  ORIGINAL receipts acquired during trip that you want to claim for reimbursement

o Copy of conference program with your name highlighted

After your trip: 

Once you have returned from your trip, contact Mary to make an appointment to begin the reimbursement process.  

She will take travel appointments on Tuesday and Wednesday of each week.  
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