
8REQUIRED
SUPPORTING
DOCUMENTS 



INTRO...
This resource was created to provide clarity on the
supporting documentation required when submitting
a spend authorization in Workday. Direct links are
provided for Transportation, Rideshare, and the
calculator for Per Diem and Parking are included in the
headings and images throughout the guide. If you do
not have access to the Title III Opportunities MS Team,
please click here to request access.



AWARD LETTER
The award letter that is attached to the email
notification must be uploaded to your spend
authorization. 



REGISTRATION
CONFORMATION
An email or receipt that confirms payment of
your registration for a conference, webinar,
seminar, etc. It must include a confirmation
number, the amount paid, and the name of the
traveler. 



CONFERENCE
AGENDA
A detailed schedule that outlines the events,
activities, and sessions of the conference is
required to verify per diem rates during travel.



HOTEL
CONFIRMATION
A copy of the hotel reservation with
confirmation number, name, and total charges. 



TRANSPORTATION
A quote from Globetrotter Travel must be
uploaded to your spend authorization if
traveling by airplane or train. 



ESTIMATED 
PER DIEM
An email or receipt that confirms payment of
your registration for a conference, webinar,
seminar, etc. It must include a confirmation
number, the amount paid, and the name of the
traveler. 



RIDESHARE
Please include an estimated cost for
transportation from the airport to the
conference location—either an estimation from
Uber, Lyft,  or taxi.



PARKING
The parking calculator is required if you plan to
leave your car at the airport (out-of-state) or
at the conference location (in-state).



WAS
THIS HELPFUL?
Should you have any questions, please send
an email to titleiiipd@bowiestate.edu


