
Processing 
Student Travel 

Is the 
student 
travel 

related to 
the staff 
position? 

Does the 
student have a 
staff position? 

Yes Yes 

No No 

Travel can be processed 
in the same manner as 

other staff.  Regular 
procard use for airfare, 
hotel, and registration.  

Meals and miscellaneous 
expenses on the travel 
reimbursement form is 

acceptable. 

You cannot use the 
regular procard.  Travel 
must be processed  via 

the Student Procard 
(SPPC) and PRD along 

with a Payment on Behalf 
of Student Form (PBS) or 

Student Payment Voucher 

You cannot use the 
regular procard.  Travel 
must be processed  via 

the Student Procard 
(SPPC) and PRD along 

with a Payment on Behalf 
of Student Form (PBS) or 

Student Payment Voucher 

Student Travel 
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