
If you are not a US citizen look at the fillable pdf to find the requirement that are listed on the fillable 

pdf reimbursement form. 

Reimbursement for speakers. 

Airfare: We will need a receipt that shows your itinerary and indicates that you have paid for the ticket. 

At one point Duke wanted a boarding to pass to show that you actually were on the flight. 

Hotel: your room will be paid for directly 

Meals: you need an itemized receipt to show what you had (alcohol is not an allowed expense) and a 

credit card receipt that shows you paid. 

Taxi or Uber: The receipt you have on your phone is fine. I think people have emailed these from their 

phones 

Type you information into the fillable pdf you can find on the web site. Scan the receipts, combine them 

into one PDF and email them to me. 

Reimbursement for participants 

Same as above but (1) your room will be paid for directly, and (2) you are limited to $500 total in 

reimbursement. If your actual expenses are less than that you will be reimbursed for that amount. 

 

 


