
MEMO RE: Travel Requiring Airfare 

June 30, 2017 
Kabanov Laboratory Members, 

In an attempt to streamline the travel reimbursement process, we have developed the following 
protocols. 

1. Please fill out the attached travel request form – filling this out completely will greatly assist 
me in completing your requests swiftly. Note the signatures you will need to procure at the 
bottom before I can begin processing, however.

2. Receive permission from Dr. Kabanov. As Director of the Center, it is Dr. Kabanov’s prerogative 
which travel will be approved. Also please retrieve Jubina’s signature; she will be able to verify 
we have the appropriate funds to allocate for travel.

3. Submit your completed form with signatures from both Dr. Kabanov and Jubina to me, Chris 
Moore, either electronically to my email: moocb@live.unc.edu, or to my office: room 2211. 
Please include with your submission original hard-copy receipts. Include conference programs. 

I will process travel requests in the order that I receive them unless otherwise directed by Jubina. 

Additional Important Notes:  
• We can book your flights in advanced using university funds; you will have to pay for your own 

lodging and ground transportation, however, and we will reimburse you after.

• Please identify airfare as soon as you possibly can. Cost of flights increase precipitously the 
closer it gets to the departure date. We owe it to our benefactors and the University to use our 
funding responsibly; part of this obligation includes purchasing reasonably priced airfare.

• It is important that you submit reimbursement requests with your original receipts. We need 
original hard-copy receipts, not electronic copies or emails. Include programs from conferences. 

Thank you in advance for adhering to these protocols. Please do not hesitate to contact me if you have 
any question. 

Respectfully, 

Chris Moore 
Administrative Assistant 
Center for Nanotechnology in Drug Delivery 
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