Student Affairs Division – Travel Expense Approval Form

This form is to be used to request approval for travel on behalf of the Institute and to furnish the information necessary for an Institute mandated summary of Division travel expenses.

The form should be submitted to the Center Director and the Vice President for Student Affairs for approval.  For travel/conferences within Monroe County, the form will be approved by the Center Director and only submitted to the Vice President upon return from trip. 

1. At least 14 business days prior to travel, complete all relevant information and obtain approval.  The form will be returned to the Center Director after approval.  

2. Upon return from trip, complete the actual costs and send to the Vice President with a copy of your Institute travel voucher (only the voucher, not the supporting documentation) within 10 business days.  Failure to submit this paperwork may result in forfeiture of funding support.

*************************************************************************************

Name _________________________________________________   Center ____________________________

Destination _____________________________________________________  International?  Yes ___   No ___

Conference/Workshop _______________________________________________________________________

Date of Departure ___________________   Date of Return _____________________

	
	Estimated RIT Costs
	VP Approval Amount if Different
	Actual Costs Expense to RIT
	Actual Costs Subsi- dized by Self/Other

	Airfare
	
	
	
	

	Mileage/Other Trans
	
	
	
	

	Lodgings
	
	
	
	

	Meals
	
	
	
	

	Registration
	
	
	
	

	Other (Explain)
	
	
	
	

	Total
	
	
	
	


When completing the actual costs at end of travel, please be sure to include any travel related expenses that you subsidized yourself or had subsideized by an outside agency.

Purpose of Trip: (check all relevant)

⁬
A.
Program presenter at conference/workshop
⁬
F.
Training/Updating

⁬
B.
Presenting a paper
⁬
G.
Fundraising

⁬
C.
Recruiting Staff (Provide documentation of vacancy)
⁬
H.
Responsibilities as Officer of an Organiz.

⁬
D.
Recruiting Students
⁬
I.
Other (explain)_______________________         

⁬
E.
Professional Development


___________________________________

Center Approval _________________________________________
Date ______________

Division Approval _______________________________________
Date ______________

Upon completion of your trip, please submit to Vice President’s office with copy of completed Travel Voucher.
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Guidelines


Specific to Student Affairs:

1. Pre-approval must be obtained for any travel done on behalf of the Institute (at least 14 days prior to travel).

2. Center Directors must obtain pre-approval for any travel from the Vice President.

3. Travel within Monroe County will be approved by the Center Director only.

4. Travel outside Monroe County will be approved by the center Director and the Vice President.

5. Car rental needs prior approval for reimbursement.

6. Upon completion of ALL trips, a completed approval form and copy of the travel voucher should be submitted to the Vice President within 10 days of return.

Each Center should have a revised copy of RIT’s Travel Policies and Procedures” and made available to all staff.  The policy is available on line through the Controller’s Office web site.  Following are some basic guidelines:

· Meals should not exceed $40 per day.

· Personal entertainment, including movies in hotel room, is not reimbursable.

· If mileage is taken, there is no reimbursement for gas.
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