FRAMEWORK REGISTRATION/TRAVEL ADVANCE CHECKLIST
Framework Registration/Travel Advance Documents: (*due 6-12 weeks prior to departure)
1. Framework Registration Form* 
2. Request for Travel Funds*
3. C7 Travel Advance Request* 
(fill in your Penn ID number and all payee information (except vendor #); the referenced Statement of Business Connection and Advance Justification C-7A will be provided by Financial Operations when you schedule meeting)
4. C1 Travel & Entertainment Reimbursement* 
(complete only section highlighted in blue; disregard vendor #)
5. SOS International Benefits (print membership information for emergency use during travel)
	COMPLETED FORMS CHECKLIST (refer to #s above)

 FORMCHECKBOX 
  Email forms 1 – 4 to ghframe@mail.med.upenn.edu 
       (when saving forms electronically before attaching in email, please save as [your name] before form title)
 
 FORMCHECKBOX 
  Submit signed hard copies of forms 1 & 2 to GHP office, 1007 Blockley Hall


Important Reminders:

1. Save original receipts/boarding passes while traveling

2. Upon return, forward completed GH Experience Evaluation to Nancy Biller, 1007 Blockley
3. Contact Tracey Betzale (traceyb@mail.med.upenn.edu) to schedule appointment to complete travel advance reconciliation upon return (bring original receipts/boarding passes)
4. Review Framework Fellows page to complete all commitments/responsibilities upon return:  http://www.med.upenn.edu/globalhealth/frameworkpaperwork.shtml#after          
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