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DID YOU KNOW? 

30 Days 
All reimbursements must be submitted within 30 
days after the end of your trip. Except for posted 
holidays, our office is open year round (yes, even 
during spring break and summer session). 

Form of payment and your name 
If you pay by a credit card and the card is not in 
your name, we cannot reimburse you for that 
expense. 
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