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TRAVEL FUNDING CHECKLIST 
The Undergraduate Business Council (UBC) has partnered with the 
School of Business to support student travel for personal and 
professional development. Both clubs and individual students are 

eligible to apply for travel support. Receipt of funding depends heavily on following 
University policies and procedures, so please carefully review the entire checklist, 
noting key dates and required documentation.  

Please note that the UBC and the School provides funding for registration, hotel, airfare 
and mileage. We cannot provide funding for meals.  

If you have any questions as you walk through this process, please reach out to the 
UBC Director of Funding.  

KEY CONTACTS 
Michaela Cantrell 
Accounting Specialist 
Shared Service Center 
(785) 864-9002
michaela_cantrell@ku.edu

Amy McCurdy 
Administrative Associate 
School of Business 
(785) 864-4500
amccurdy@ku.edu

Mykola Hordiichuk
Director of Funding
UBC
uakolia@ku.edu

PROCEDURES 

1) If traveling with a student group, designate one student to be the travel
coordinator. This student will be the primary contact for the trip.

☐ The student / travel coordinator must first meet with the UBC Treasurer or
Kelvie Crabb, UBC Faculty Advisor, to be approved to use UBC travel funds
prior to beginning the process outlined below.

☐ Any correspondence sent to either Michaela Cantrell or Amy McCurdy should
include a copy to the UBC Director of Funding.

Items 2) & 3) should be completed at least two weeks prior to the travel date: 
2) The following items should be sent in one email to Michaela Cantrell, with a copy

to the UBC Director of Funding you met with and received approval from:

☐ Description of the event the student(s) will be attending. Include the
business purpose of the event and how student attendance will impact the
School of Business.

☐ Attach an itinerary of the event or a brochure describing what the event is.
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☐ Provide a list of the students and faculty attending, including their name,
phone number and KU email address. Note whether any of the attendees are
University employees. Note whether you will have a faculty escort.

☐ Include name and address of the hotel the group plans to stay at, and who
will be staying in each room.

☐ If driving your own car, provide a final destination address. Note how many
cars will be used, and the anticipated drivers and passengers of each car.
Instruct drivers to keep all toll receipts, and to note the start and end time of
the trip. Drivers will be reimbursed at $0.56 per mile.

☐ If renting a vehicle, it must be rented using either Enterprise or National
Car Rental and reserved using KU’s contract number. Provide a final
destination address. Note how many cars will be used, and the anticipated
drivers and passengers of each car. Instruct drivers to keep all gas and toll
receipts, and to note the start and end time of the trip.

3) In addition to the email above, the following items must be provided to Michaela 
Cantrell for each student traveling:

☐ Complete an online travel request form for each person attending. If you’re 
traveling as a group, it would be helpful if the travel coordinator assists the 
other students in completing the form.
• For “Your Shared Service Center”, select “Finance SSC”.  Then select

“School of Business”
• When asked "Will you book your trip using CTP/Concur?" select "Yes"
• Use the online form to note how much travel, registration and hotel 

expenses are expected to be for each person.
• When asked how the travel will be funded, choose “Department”, type

“School of Business” for “Department Name or Number”, and comment in 
the “Additional Funding Information” field that the travel will be funded using 
the following account: 2003503-BUSUGE1471.

• If you need help booking travel or prepaying for expenses, please have 
travel coordinator see Amy McCurdy once your travel request is approved.

☐ An ink-signed Form W-9 (domestic student) or Form W-8BEN (international 
student) for each attendee should be gathered as soon as possible to ensure 
each traveler is set up in the system for any potential reimbursement. Please 
review p. 3 before completing the W-9. All attendees need to fill out a W-9 
regardless of prior travel.

4) Once the travel request is approved, the student/travel coordinator should contact 
Amy McCurdy to request the departmental purchasing card. This credit card may 
be used to help pay for travel expenses, such as group lodging or registration 
fees, as long as the charges do not exceed the total allotted UBC funding amount.  
Any purchase not using the departmental purchasing card should be made 
separately by each individual traveler to ensure that any remaining funding can be 
reimbursed.

5) Upon your return to Lawrence, the student/travel coordinator should provide 
copies of all receipts to Michaela Cantrell via email.

https://procurement.ku.edu/enterprise-and-national-car-rental-benefits
https://deptsec.ku.edu/%7Essc/forms/form/1


� W-9 
(Rev. October 2018) 
Depo,1ment ol the Treasury 
Internal Re\'onue SeMce 

Request for Taxpayer 
Identification Number and Certification 

►Goto www.lrs.gov/FormW9 for instructions and the latest information. 
1 Name (as shown on your oncomo tax return}. Name •• requored on this line: do not leave tM 1,ne blank. 

Jane Doe 
2 S.-S name/dtSrega,ded enbty nam.. ,1 d,lfe<Mt from ebove 

Give Form to the 
requester. Do not 
send to the IRS. 
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.cc _c: LLC d the LLC L$ class,ried as a slngle-member LLC that is disrogardod from the owner unless the owner ol the LLC is code (d any! another LLC that Is not d,srega,ded from the owner fc, U.S. fecletal tax purPo$8S. OthOrWise, a sing!&-member LLC that 
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��------------------1 6 Cely, state. and ZIP code 

Lawrence. KS 66046 
7 Ust account numbe<(t} here (opt,onan 

Taxpayer Identification Number IN 
Enter your TIN in the appropriate box. The TIN provided must match the name given on line 1 to avoid 
backup withholding. For Individuals. this is generally your social security numbor (SSN). However, for a 
resident alien, sole proprietor, or disregarded entity, see the instrvctlons for Part I, later. For other 
en1itlos, It is your employer identification number (EIN). If you do not have a number, see How to goto 
TIN, later. 

Social security numb« 

or 

Noto: If the account is In more than one name, see tho lnStr\Jclions for lino 1. Also see What Name 811d I Emptoyor ldenlif"ication number 
Number To Give the Requester for guidelines on whose number to onter. 

Certification 
Under penalties ol perjury. I certify that: 
1. The number shown on this form Is my correct taxpayer identification number (or I am waiting for a number to be Issued to me); and 
2. I am not subject to backup withholding because: (a) I am exempt from backup withholdlng, or (b) I have not boon notified by tho Internal Revenue 

SeMce (IRS) that I om subject to backup withholding ns a result of a failure to report all interest or dividends, or (c) the IRS has notified me that I am 
no longer subject to backup withholding; and 

3. I am a U.S. citizen or other U.S. pe,son (defined below); and 
4. The FATCAcode(s) enterod on this form (11 any) indicating that I am exempt from FATCA reporting is correct. 
Cfflfication Instructions. You must cross out item 2 above if you have been notmed by the IRS that you are currently subjec:1 to backup withholding because 
you have failed to report all Interest and dividends on your taX return. For real estale transac1lon$, item 2 does not apply. For mortgage interest paid, 
acquisition or abandonment of secured property, cancelation of debt, contributions to an individual retirement arrangement ORA), and generally, payments 
other than interest and dividends, you are not requl'ed to • n the certlf,cation, but you must provide your correct TIN. See the Instructions for Part II, later. 

Sign 
Here 

Signature of 
U.S. person► 

General Instructions 

Section references are to tho Internal Revenue Code unless otherwise 
noted. 
Fu1ure developments. For the latest information aboUt developments 
reuitod to Form W-9 and its instructions, such as leg!Slatlon enacted 
after they were publlShed, go to www.lrs.gov/FormW9. 

Purpose of Form 
An Individual or entity (Form W-9 teQU8$ter) whO Is required to file an 
information retum with the IRS must obtain your correct taxpayer 
Identification number (TIN) which may be your social security number 
(SSN), Individual taxpayer identlflcatlon number (ITIN). adoption 
taxpayer Identification number (/\TIN). or employer klenttflcatlon number 
(EIN), to report on an information return the amount paid to you, or other 
amount reportable on an Information retum. Examples of information 
returns Include, but are not limited to, the foHowtng. 
• Form 1099-INT �merest earned or paid) 

Cat. No. 10231X 

Data► 

• Form 1099-DIV (dividends, including those trom stock$ or mutual 
funds) 
• Form 1099-MISC (various types of Income. prizes, awards, or gross 
proceeds) 
• Form 1099-8 (stock or mutual fund sales and certain other 
transactions by brokers) 
• Form 1099-S (proceeds from real estate transactions) 
• Form 1099-K (merchant card and third party networl< transactions) 
• Form 1098 (home mortgage interest). 1098-E (stuoont loan interest}, 
1098, T (tuhlon) 
• Form 1099-C (canceled debt) 
• Form 1099-A (acqulsitloo ot abandonment of secured property) 

Use Form W-9 oriy if you are a U.S. person finduding a resident 
allon), to provide your correct TIN. 

If you do not rotum Form W-9 to the reqooster with a TIN, you might 
be subject to backup withholding. See What Is backup withholding, 
later. 

Fc,m W-9 (Rev. 10-2018) 
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