CORE Research Office
Travel costs permitted

1. Airline tickets: up to a maximum of $300 for U.S. flights and $500 for international flights (Canada, Mexico, and Hawaii are considered U.S. by CRO)

2. Two night’s hotel for out of state travel. CRO will cover the night before and day off presentation.  Up to a maximum of $199 per night.

3. One night hotel for in state travel at the discretion of the CORE Research Office.  

4. Original receipts are required.  No reimbursement will be granted without original receipts. 
5. Mileage will be reimbursed for a minimum of 20 miles and a maximum of up to 400 miles.  Note: gas is NOT reimbursed separately.  (Does not apply if you have airline tickets)  

Things to keep in mind: 

· Airline tickets should be booked through April Vale, Administrative Associate, at the latest, 3 weeks prior to travel.  Traveler should provide April with the flight schedule as early as possible to get the best rate.  They should be put on Ms. Vale’s purchasing card.  If the traveler changes flight schedules, the CRO will not be responsible for any fees that may apply.  
· Hotel accommodations can be made by Ms. Vale.  It will be held with her purchasing card and the amount will be taken care of by the traveler upon departure.  You will need to submit your ORIGINAL receipt to April for reimbursement.  If the traveler is unable to travel and will not be using the room, the room must be canceled ahead of time to avoid cancellation fees.  A charge of one night rate will be billed to the card if there is a no show without cancellation.  In the event that this occurs, the CRO should be reimbursed for this unnecessary expense. 
· Per OU policy, we can not reimburse until after the travel has taken place. 

Required Research Documents
1. Presenting resident should register on our database through our website: www.coreonline.org/research. Click on Research, Forms and then the CORE Research Short Form. Filling out the short form should only take you 2-3 minutes. Click submit and it is sent to us automatically.
2. Research scholarly work approval:

a. CITI training certificate and IRB approval letter if they are presenting results from a retrospective or prospective research;

b. IACUC approval if research involves animals;

c. Letter from CRO indicating case report or CAP study is not subject to IRB review.

3. The CORE requires everyone accessing these funds to acknowledge the CORE and the CORE logo (Michael Weiser can add this) on the poster or presentation.
4. Please send an electronic copy of your presentation to valea@ohio.edu. 

