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I. TRAVEL AND ENTERTAINMENT POLICY STATEMENT 

 
It is the policy of Rensselaer to reimburse for all necessary and appropriate travel and entertainment related costs 
incurred while on approved Institute business. 
 
While traveling on Institute business, travelers should expect to receive service and accommodations that are both safe 
and comfortable, but not lavish or extravagant.  Individuals should neither gain nor lose personal funds as a result of 
official travel.  Travel arrangements must be well planned so that costs will not exceed budgetary limitations.  
 

Payment procedures must follow the rules of the other funding agencies whenever their 
funds are used for Institute travel.   It is the responsibility of the individual traveling on 
restricted contracts to know those rules and ensure compliance. 
 
 
 
To whom does this policy apply?  
The Travel and Entertainment Policy applies to all approved travel and entertainment expenses associated with the 

following groups of individuals UNLESS specifically exempted within the policy as indicated by the  

 Rensselaer, Troy and Hartford campuses 

 employees, 

 students, 

 speakers, 

 consultants, 

 job applicants, and 

 other guests of the Institute. 

 By nature of the position and due to the need for heightened security precautions, Presidential travel 
modes may differ from those specified in the policy. 

 
 

  Expenses charged to research contracts 

 Specific rules in restricted contracts supersede this policy and it is the responsibility of the individual traveling 
on restricted contracts to know those rules and ensure compliance. 

 
It is the responsibility of the employee traveling to ensure all policy and procedures are adhered to including 
the expense report completion and posting to the financial system.  The employee traveling is notified 
monthly of any outstanding credit card expenses and is responsible for working with business administrators 
to ensure timely completion of expenses. 
 
Travelers have two methods of paying for travel expenditures.  

 Preferred Method of Payment 
The preferred method of paying for travel expenditures is the Rensselaer issued Procurement/Travel Credit 
Card, herein known as ‘The Card’ 
In the event that you do not have a Rensselaer Travel/Purchasing Card, you should apply for one by going to 
http://www.admin.rpi.edu/purchasing/purchcd/pcappl.htm and completing the forms provided on the website. 
 

 Other Methods of Payment   (For those who are not eligible to have „The Card‟ ) 
A personal credit card and/or cash must be used. 

 
 

Expense Reporting    

 Travel expense reporting must be submitted on Rensselaer‟s official Travel and Entertainment Expense 
Report form.  This form can be found on the Finance Web site and is an interactive form.  Every effort must 
be made to type the information on the form rather than hand written.  Hand written forms may be returned 
if not able to be read. 

 

o Missing receipts, need to be reported to and assessed by the Controller‟s Office.   It is at the 
discretion of the Controller‟s Office if the expense will be added to the travelers taxable income. 

 

http://www.admin.rpi.edu/purchasing/purchcd/pcappl.htm
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II. TRAVEL CHARGED TO SPONSORED RESTRICTED AGREEMENTS 
 
Sponsored restricted agreements supersede this policy and it is the responsibility of the individual traveling on restricted 
contracts to know those terms and agreements and ensure compliance. 
 
Foreign travel that will be charged to a research project must be allowable under the terms of the sponsored agreement.   
Refer to the Prior Approval Procedures for federal grants on the Finance Web site under Researchers, Award 
Management or directly link to:     
http://www.rpi.edu/dept/finance/docs/research/PriorApprovalProceduresForFedGrantsJan05.pdf  
 
If you are unsure if domestic travel is allowable under certain funds, you should contact Research Administration and 
Finance before the travel occurs.   
 
It is highly recommended to retain and submit the detailed meal receipt.  Alcohol is allowed to be reimbursed but 
MUST be identified and accounted for separately and charged to account code 125.  Additionally, alcohol can NEVER 
be charged to a research fund (Funds beginning with A or B). 
 
Appropriate department financial managers and/or Accounts Payable staff and/or if necessary Research Administration 
and Finance, will review travel charged to research funds to ensure compliance. Any charges found to be unallowable, 
will be transferred to a fund designated by the department chair or business manager.    
 
 
 

III.  PREFERRED TRAVEL AGENCY 
 
It is recommended that all travel arrangements be made through Empress Travel, unless a better price can be obtained 
elsewhere.   
 
To make travel arrangements, contact Empress Travel at:  
1708 Union St,  
Schenectady, NY 12309  
518 374 3176  
Or visit their website at www.travelempress.com.  
 
Service is provided Monday through Friday between the hours of 8:30 a.m. - 5:30 p.m., Saturday from 10:00 a.m. - 2:00 
p.m. and Sunday 12:00 noon - 3:00 p.m.   
  
Problems/Complaints should be directed to Ed Plog, President/Owner, 
 Empress Travel at (518) 374-3176  
Assistance While Traveling  -  During normal business hours, please call Empress Travel at (518) 374-3176 or 
800-653-0231 Monday-Friday. In after-hour emergency situations, call 1-800-823-0839.  
 
 
 

IV.  TRANSPORTATION  
 
Commercial Air Travel 

 Commercial air travel expense is reimbursed on the basis of the actual costs incurred by the traveler.  
Every concerted effort should be made to book travel that is the most economical and that will provide 
the Institute with the fairest cost.  While some restrictions or penalties may apply, advance reservations 
generally secure the lowest fares.  Coach/economy or promotional fares are the only classes of travel that 
will be reimbursed. 

 
First class or business class air travel is an unacceptable mode of transportation and will only be reimbursed 
on an authorized exception basis as outlined below.   Upgrades are allowable if there is no additional cost and 
supporting documentation is necessary.  
 
 
 

http://www.travelempress.com/
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All Institute travel must comply with the Federal guidelines.  The „Office of Management and Budget Circular A-21‟ 
states, “Commercial air travel costs in excess of the lowest available commercial discount airfare, Federal Government 
contract airfare (where authorized and available), or customary standard (coach or equivalent) airfare, are 
UNALLOWABLE except: 

 When it would require unreasonable routing 

 When it would require travel during unreasonable hours 

 When it would excessively prolong the travel 

 When it would increase the duration of the flight 

 When it would actually increase costs 

 When it would not be reasonably adequate for the medical needs of the traveler 
If an exception [as set forth above] is warranted, it must be justified by the Institute and documented on a case-by-case 
basis. 

 For faculty members, approval must be provided by the respective Dean. 

 For Deans, approval must be provided by the President. 

 For staff members, approval must be provided by each respective division‟s Vice President. 

 Documentation with the appropriate approval signature must accompany the expense report in all exception 
cases. 

 
International Travel  
For all international travel charged to sponsored programs (A & B Funds), Rensselaer complies with the Federal „Fly 
America Act‟ which requires all employees traveling internationally to fly U.S. flag air carriers.  Under the Act, there may 
be instances whereby the use of foreign air carrier service may be deemed necessary.   For more specifics on the Act, see 
Addendum A – International Travel.   

 Prior Approval -Regulations describing federal agency-specific prior approvals can be found on the Finance 
Website at    http://www.rpi.edu/dept/finance/docs/research/PriorApprovalsSummary.doc 

 
Frequent Flyer Programs 
The lowest cost air travel will take precedence over frequent flyer programs. Air carrier selection cannot be biased by 
any traveler's frequent flyer affiliation.  
 
Private Airplane 
Persons contemplating official travel using aircraft owned by or rented and operated by the traveler do so at their own 
risk.  Rensselaer does not provide any insurance coverage.  Reimbursement will be based on the actual operating 
expense, rental fee for the aircraft or the private aircraft mileage rate up to a maximum amount not to exceed the 
commercial airfare that would be reimbursable for the same trip. Reimbursement requests for use of private aircraft 
must show the type of aircraft and number of hours flown. When more than one person is carried on university 
business on the same flight, reimbursement is payable only to the pilot. 
 
Rail 
The Institute will reimburse the cost of first class railroad fare plus the lowest price available private sleeping car facility 
not to exceed the cost of coach airfare.  
 
Personal Automobile 
Travel by personal automobile may be desirable to save time, to transport equipment, to reduce costs when a number of 
persons are traveling to the same destination together, for convenience or to fulfill local/on campus job responsibilities.   
 
For use of a personal automobile Rensselaer will reimburse a traveler the amount equal to the published IRS acceptable 
mileage rate.  The rate usually changes every January and can be found online at: 
http://www.rpi.edu/dept/purchasing/pcard/travel.html.    

       Record actual mileage from your normal place of business or home (which ever is the lesser).   

       Record actual mileage for local/on campus driving to fulfill job responsibilities.  (Some job responsibilities 
require the use of a personal vehicle to drive regularly on campus.  Some departments may reimburse this 
expense to the employee.  For the mileage reimbursement to be non-taxable a log of mileage must be 
maintained and actual miles submitted for reimbursement.  Estimated miles will be considered taxable 
income.) 

       DO NOT include the cost of buying gas when requesting reimbursement for mileage (gas, insurance and 
maintenance are all included in the rate the government approves).  

       Tolls and reasonable parking charges will be reimbursed in addition to the mileage allowance.  

       No reimbursement is made for the cost of either mechanical or auto body repairs to the vehicle or other such 
expenses whether they result from the traveler's acts or the actions of others because these are included in the 
rate the government approves. 

http://www.rpi.edu/dept/finance/docs/research/PriorApprovalsSummary.doc
http://www.rpi.edu/dept/purchasing/pcard/travel.html
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       Traffic violations and fines are also not reimbursable. 

       Employees are covered under the Institute‟s insurance while driving company vehicles, but are not covered 
under this policy while driving their own vehicle at any time.  When you drive your own car on Rensselaer 
business, your own insurance policy serves as a “primary” policy for third party liability and physical damage to 
your vehicle.  However, if a claim arising out of an accident exceeds your policy limits, then Rensselaer‟s policy 
will cover the accident in excess of your policy.  If your vehicle is damaged as a result of an accident, whether it 
is your fault or not, your comprehensive collision coverage would respond.  You are responsible for any 
deductible amounts under your policy.  If you do not carry any collision insurance, then the entire amount of 
the damage is your responsibility.  Neither Rensselaer nor its insurance will pay for any physical damage to 
your vehicle; you use it at your own risk; that is why  mileage reimbursements are designed to include an 
incremental cost for insurance and deductibles. 

 
Automobile Rental 
Employees 
Travelers who are employees may rent automobiles for business travel if approved by the department.  Whenever 
possible, travelers should work with Empress Travel to use rental companies which provide the lowest rates.  
 
In addition, Rensselaer has a Business account with Hertz. Reservations can be made through Empress or by calling 
Hertz directly at 1-800-654-8216. Please reference CDP# 1435718. 
 

       Travelers are encouraged to choose compact or mid-sized cars whenever possible.  

       When traveling in the United States and its territories, Canada or Mexico do not purchase the collision 
damage waiver insurance, liability insurance or any other insuance or protection as Rensselaer provides 
this coverage through its blanket insurance policy.  

       It is important to inspect any rented vehicle before driving it.  Make sure any dents, scratches or other damage 
to the vehicle are noted on the rental form.  Otherwise, Rensselaer may have to pay for damages you did not 
cause.  

       Rensselaer encourages the traveler to use the Rensselaer Credit Card when paying for the rental car as The 
Card provides added insurance protection. 

¶ Reimbursement of gas is appropriate on rental vehicles (mileage is not appropriate for rentals). 
 

  EXCEPTIONS  

       Full collision and liability must be taken when traveling in a country outside of the United States and its 
territories, Canada and Mexico, as Rensselaer‟s blanket insurance policy does not cover such damage.  

       Individuals who are not an employee or student at Rensselaer are not covered by the Institute‟s automobile 
liability insurance.  It is required that these travelers check with the coverage they are eligible for on their 
personal credit card (such as MasterCard, Visa, American Express).  Many of these cards provide automobile 
insurance coverage and therefore the cost of adding insurance should be avoided.  However, if an expense 
report is submitted and insurance was taken it is at the discretion of the department if the cost will be 
reimbursed; departments are encouraged to avoid the high cost of duplicated insurance.   

       Employees are covered under the Institutes‟ insurance while driving company vehicles or rental cars, but are 
not covered under this policy while driving their own vehicle during working hours. 

 
It is strongly recommended that gas be purchased prior to returning a rental car to avoid inflated gas prices.  Inflated gas 
prices may be disallowed in a federal audit of travel expenses. 
 
Been in an accident?   
If you are in an accident on campus contact Public Safety immediately at 518-276-6611 (Troy Campus),   Operations 
and Facilities 860-548-5392 (Hartford Campus) 

 
If at any time during Rensselaer business travel you have been in an accident with a rental car you should :   

¶ Report the incident to the Rental Agency 

¶ If you estimate that the damage is greater than $500 it is advisable to obtain a police report  

¶ Contact Risk Management at 518-276-2550  (They will provide guidance and assist you with any insurance 
issues/questions.) 

¶ Send copies of the police report to Risk Management. 

 
Local / Other Transportation 
Costs of public transportation, airport van service, taxis and reasonable tips are acceptable for service to and from 
airports and railroad stations, between appointments, and between hotels and meeting locations. 
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Parking fees and tolls are reimbursable whether a rental or personal car is used.   
 
Commuting  
Commuting costs to and from work are not reimbursable.  However, if an exception has been made within a 
department the reimbursement is taxable income to the individual. 
 
Use of a limousine and private car services are prohibited unless justification is attached to prove the cost is less 
than other available transportation.  Exceptions with prior Deans‟ , appropriate divisional Vice-Presidents‟ or Presidents 
approval includes: 

 When no other transportation is available. 

 When it would not be reasonably adequate for the medical needs of the traveler. 
 
If an exception is warranted, it must be justified by the Institute and documented on a case-by-case basis using the 
applicable exceptions set forth above. 

 In the case of faculty, approval must be provided by the respective Dean. 

 For Deans, approval must be provided by the President. 

 Approval for administrative staff must be provided by each respective division‟s Vice President. 

 Documentation with the appropriate approval signature must accompany the expense report in all exception 
cases. 

 
V.  FOOD AND LODGING 

 
Travelers should use standard accommodations at reasonably priced commercial class hotels and motels when making 
reservations.  Expenses for food and lodging are reimbursable on the basis of ACTUAL reasonable cost.  Per diems 
are not allowed.        
 
Award Programs  The lowest cost lodging will take precedence over award programs.   Lodging selection cannot be 
biased by any traveler's award affiliation.  
 
It is REQUIRED to retain and submit the detailed meal receipt.  Alcohol is allowed to be reimbursed but MUST be 
identified and accounted for separately and charged to account code 125.   

¶ Missing receipts, need to be reported to and assessed by the Controller‟s Office.   It is at the discretion of 
the Controller‟s Office if the expense will be added to the travelers taxable income. 

 

 Alcohol can NEVER be charged to a research fund (Funds beginning with A or B). It is at the discretion of each 

department responsible for research funds to ensure compliance.   
 
Private Residence Lodging 
In the event that a traveler is staying at the private residence of an acquaintance or family member, the traveler may be 
reimbursed for taking members of the household out to dinner one time per visit.  The amount allowable under this 
policy shall not exceed the lodging Per Diem Rate as published by GSA (U.S. General Services Administration).  Per 
Diem rates can be found at http://www.gsa.gov.  
 

VI.  MISCELLANEOUS EXPENSES 
 
Reimbursables  

 Necessary and reasonable telephone calls and Internet connections.  

 Expenses associated with baggage handling, storage and tips.  

 Cost of a safe reimbursement is at the discretion of each department. (If charging a sponsored fund 
documentation of necessity must be supplied). 

 Meals for business associates if documented properly on the Travel Transaction Log or Travel 
Reimbursement/Advance Request form with: 

 Attendees  

 Business topic discussed 

 It is REQUIRED to retain and submit the detailed meal receipt.   
o Alcohol is allowed to be reimbursed but MUST be identified and accounted for separately and 

charged to account code 125.  Additionally, alcohol can NEVER be charged to a research fund 
(Funds beginning with A or B). 

http://www.gsa.gov/
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o Missing receipts, need to be reported to and assessed by the Controller‟s Office.   It is at the 
discretion of the Controller‟s Office if the expense will be added to the travelers taxable income. 

 

 The following can not be charged to a research fund and also must be posted to a non-reimbursable 
account code  

 Alcohol   (account code 125) 

 Alcohol – Employee/Social/Local Events  (account code 119) 

 Administrative foreign travel  (account code 125) 

 Trustee travel (account code 125) 

 Travel costs associated with alumni, donor or fund raising (account code 125) 

 First or business class travel (account code 125) 

 Charter travel, where the costs are higher than commercial travel (account code 125) 
 
Non-Reimbursables  

 Personal entertainment expenses (movies, sporting events, golf fees, etc)  

 Additional travel accident insurance premiums (exceptions described previously) 

 Traffic fines 

 Car Wash 

 Clothing 

 Dependent / pet care 

 Lawn Care 

 Haircuts 

 Credit card delinquency assessments  

 Optional conference events (e.g. tours, sporting events, etc)  

 Spouse/companion related costs 

 Air travel clubs 

 Hotel amenities such as exercise facilities  

 Other expenses not directly related to the performance of the travel assignment.  
 
 
 
Organizing a Conference 
If an employee is organizing or planning a conference the following details are required: 

 A list of attendees and their affiliated organization 

 Agenda 

 Details about the conference (per attendee if available), such as: 

 Cost of lodging arrangements per night 

 Transportation expenses  

 Conference or other fees 

 Meal expenses 

 Misc. expenses 
 

The preferred method of establishing approval for expenses is by obtaining a purchase order. 
  

Sponsored project expenditures must be supported by evidence of direct benefit to the project. The availability of funds 
to pay an expense, or its inclusion in a budget, is not evidence of the allocability of that expense to the project.  
Distribution methods must be both reasonable and must be documented.  A 50 - 50 allocation of costs between two (2) 
projects may be appropriate, but there must be an explanation in the project files to support that allocation.  The basis 
for the allocation should relate to the work being performed on the projects.  It is not appropriate to allocate costs 
solely on the basis of which project has the most money.   
 
There is no "one right way" to allocate costs.  Methods will vary based on circumstances.  The Principal Investigator 
needs to exercise judgment, and then to document the selected method in the project files.  A memo to the file can 
describe how, in the PI's judgment, the benefits to the involved projects warrant that allocation of costs. 
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Spouse or Other Dependent Expense  
No travel, lodging or meal expenses for spouses or other dependents will be reimbursed unless there is a direct benefit 
to Rensselaer.  If an exception is warranted, it must be approved and documented on a case-by-case basis.  It is 
recommended that you obtain this approval PRIOR to the expense to ensure compliance. 

 For faculty members, approval must be provided by the respective Dean. 

 For Deans, approval must be provided by the President. 

 For staff members, approval must be provided by each respective division‟s Vice President. 

 Documentation with the appropriate approval signature must accompany the expense report in all exception 
cases.   

 
Taxable Income 
If the travel is on an award that specifically allows for reimbursement of companion expenses, be aware that the 
non-employee travel expenditures will be reimbursed but the reimbursement is taxable income to the employee. 

 
Laundry 
The cost of laundry will be reimbursed for extended trips greater than seven days. 
 
Tips 
This section is to provide a guideline as to when tips are customary and the amount of the tips.  In the event of traveling 
abroad, the traveler should acquaint themselves with the gratuity customs of the country they are visiting.  

 Food Service  10% - 20% 

 Transportation Service  5% - 10% 

 Hotel housekeeper   $2 to $5 per night  

 Other (ie hotel assistance)  $1 - $5 
 
 

VII. TRAVEL INSURANCE 
 
Rensselaer Procurement/Travel Credit Card Insurance 
Refer to the Insurance information that was provided to you when you received „The  Card‟ or contact Purchasing for 
such information.  If The Card was used to make payment to the rental agency additional travel accident insurance 
premiums will not be reimbursed. 
 
Automobile Insurance 
When traveling by personal automobile: 

 The acceptable mileage reimbursement rate indemnifies the Institute from liability occasioned by the use of the 
car by the traveler.  

 Employees are covered under the Institutes‟ insurance while driving company vehicles, but are not covered 
under this policy while driving their own vehicle at any time. 

 
When traveling by rented automobile: 

 The Institute‟s automobile liability policy has been endorsed to include protection for rented vehicles in the 
United States and its territories, Canada and Mexico.  Purchase of additional liability insurance or any other 
insurance or protection from a rental agency will not be reimbursed when traveling in these three countries. 

 EXCEPTIONS 

 Full collision and liability insurance must be taken when traveling in a country outside of the United States and 
its territories, Canada and Mexico, as Rensselaer‟s blanket insurance policy does not cover such damage.  

 Individuals who are not an employee or student at Rensselaer are not covered by the institute‟s automobile 
liability insurance.  It is recommended that these travelers check with the coverage they are eligible for on their 
personal credit card (such as MasterCard, Visa, American Express).  Many of these cards provide automobile 
insurance coverage and therefore the cost of adding insurance can be avoided.  However, if an expense report 
is submitted and insurance was taken it is at the discretion of the department if the cost will be reimbursed.   

 Employees are covered under the Institutes‟ insurance while driving company vehicles, but are not covered 
under this policy while driving their own vehicle at any time.  When you drive your own car on Rensselaer 
business, your own insurance policy serves as a “primary” policy for third party liability and physical damage to 
your vehicle.  This means that if a claim arising out of an accident exceeds your policy limits, then Rensselaer‟s 
policy will cover the accident in excess of your policy.  If your vehicle is damaged as a result of an accident, 
whether it is your fault or not, your comprehensive collision coverage would respond.  You are responsible for 
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any deductible amounts under your policy.  If you do not carry any collision insurance, then the entire amount 
of the damage is your responsibility.  Neither Rensselaer nor its insurance will pay for any physical damage to 
your vehicle; you use it at your own risk.  Mileage reimbursements are designed to include an incremental cost 
for insurance and deductibles. 

 
Code Identification: 

 For those of you that are reviewing and approving rental receipts here are some tips.  These receipts are 
difficult to decipher but here are some codes to help you.  If you see these codes you can NOT reimburse 
these charges (unless covered under the exceptions above). 

 CDW or DW is Damage Waiver 

 PAI/PEC is Personal Accident Insurance/Personal Effects Coverage 

 PAE is Personal Accident and Effects Protection 

 SLP is Supplemental Liability 

 DROP is a drop off charge usually for a one way trip or a car being dropped off at a different 
location.   This expense could be reimbursed if accompanied by a written justification.  

 
 
General Travel Insurance 
Due to the flexibility required to meet Rensselaer expectations it is sometimes advisable to purchase general travel 
insurance to avoid costly cancellations and changes.  It is at the discretion of each department as to whether travel 
insurance will be reimbursed.  
 

 General travel insurance can NEVER be charged to a research fund (Funds beginning with A or B). 

 
 
Personal Property 
Rensselaer is not responsible for the loss or damage of personal property while an individual is traveling on official 
business. 
 
 
Worldwide Emergency Assistance Services 
The Institute has recently secured insurance benefits with International SOS Assistance, Inc. covering certain emergency 
events which may occur while traveling abroad. It extends to students and employees of the school. Below is a brief 
description of some of the provided coverages: 
 

Medical Assistance Services 

 24 Hour assess to International SOS physicians who provide emergency and routine medical advise 

 24 Hour access to International SOS Alarm Centers for medical information, referrals and emergency 
assistance 

 Emergency medical evacuation 

 Medical expense guarantee and payment 

 Arrange for ground transportation and accommodation for accompanying family members 

 Dispatch of prescription medication and medical equipment 
 
Security Assistance Services 

 Security evacuation assistance 

 Access to security crisis center 
 
Travel Assistance Services 

 Legal referrals 

 Emergency message transmission 

 Lost document advise and assistance 

 Advance of emergency personal cash 

 Compassionate visit and family travel assistance 

 Emergency translation services 

 Return of minors  
 
The above list is not exclusive.  Please visit www.internationalsos.com for more information. Prior to travel abroad, 
please contact Rensselaer‟s Department of Human Resources to obtain a SOS Membership Card, which should be kept 
with you at all times when traveling. 

http://www.internationalsos.com/
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VIII. TRAVEL CHARGED TO SPONSORED RESTRICTED AGREEMENTS 
 
Sponsored restricted agreements supersede this policy and it is the responsibility of the individual traveling on restricted 
contracts to know those terms and agreements and ensure compliance. 
 
Foreign travel that will be charged to a research project must be allowable under the terms of the sponsored agreement.   
Refer to the Prior Approval Procedures for federal grants on the Finance Web site under Researchers, Award 
Management or directly link to:     
http://www.rpi.edu/dept/finance/docs/research/PriorApprovalProceduresForFedGrantsJan05.doc  
 
If you are unsure if domestic travel is allowable under certain funds, you should contact Research Administration and 
Finance before travel plans are made.   
 
 
It is REQUIRED to retain and submit the detailed meal receipt.  Alcohol is allowed to be reimbursed but MUST be 
identified and accounted for separately and charged to account code 125.  Additionally, alcohol can NEVER be charged 
to a research fund (Funds beginning with A or B). 
 
 
Sponsored project expenditures must be supported by evidence of direct benefit to the project. The availability of funds 
to pay an expense, or its inclusion in a budget, is not evidence of the allocability of that expense to the project. 
Distribution methods must be both reasonable and must be documented. A 50 - 50 allocation of costs between two 
projects may be appropriate, but there must be an explanation in the project files to support that allocation. The basis 
for the allocation should relate to the work being performed on the projects. It is not appropriate to allocate costs solely 
on the basis of which project has the most money.   
 
There is no "one right way" to allocate costs. Methods will vary based on circumstances. The Principal Investigator 
needs to exercise judgment, and then to document the selected method in the project files. A memo to the file can 
describe how, in the PI's judgment, the benefits to the involved projects warrant that allocation of costs. 
 
 
Appropriate department financial managers and/or Accounts Payable staff and/or if necessary Research Administration 
and Finance, will review travel charged to research funds to ensure compliance. Any charges found to be unallowable, 
will be transferred to a fund designated by the department chair/financial manager.    
 
 

IX. FOREIGN TRAVEL TO COUNTRIES SUBJECT TO US GOVERNMENT SANCTIONS 
 
All faculty and staff must first contact the Office of the General Counsel to obtain legal review and approval before 
engaging in any university-related activities, including travel or other transactions, involving the countries which are 
subject to U.S. Federal government sanctions. 

Current Travel Warnings 

Travel Warnings are issued when the State Department recommends that Americans avoid a certain country. The State 
Department issues Consular Information Sheets  for every country in the world with information on such matters as the 
health conditions, crime, unusual currency or entry requirements, any areas of instability, and the location of the nearest 
U.S. embassy or consulate in the subject country. 

The list of countries subject to U.S. sanctions may change at any time.  To review the current list, or for additional 
information concerning a country's travel status, please consult the following websites:  
http://travel.state.gov/warnings_list.html  
http://www.treasury.gov/offices/eotffc/ofac/sanctions/index.html  
http://www.cdc.gov/travel/outbreaks.htm   
http://www.who.int/csr/don/en/  
 
When traveling on Institute business, staff and faculty must always comply with all travel restrictions or sanctions 
imposed by the Office of Foreign Assets Control of the U.S. Department of the Treasury or other authorized agency of 
the federal government. Penalties for failure to comply with U.S. sanctions laws can be severe and may include both 
criminal and civil penalties, including imprisonment, against the individuals and entities involved in non-compliance. 
 

http://www.rpi.edu/dept/finance/docs/research/PriorApprovalProceduresForFedGrantsJan05.doc
http://travel.state.gov/travel/cis_pa_tw/cis/cis_1765.html
http://travel.state.gov/warnings_list.html
http://www.treasury.gov/offices/eotffc/ofac/sanctions/index.html
http://www.cdc.gov/travel/outbreaks.htm
http://www.who.int/csr/don/en/
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X. NON-EMPLOYEE TRAVEL 
General 

 Travel for such purposes as employment interviews at Rensselaer and visits to Rensselaer by lecturers and 
other official visitors are reimbursable to the traveler.  

 No commitment for reimbursing such expenses should be made without first consulting the appropriate 
department head or administrative officer to ascertain that such reimbursement is authorized.  

 All relevant information, such as citizenship, purpose and nature of the travel is required on the Travel and 
Entertainment Expense Report form. 

 
Non-Resident Alien Travel is not taxable if properly accounted for and supporting documentation is provided.  In the 
event the travel is not properly accounted for, non-resident alien tax rules apply and the traveler will be taxed at 30%. 
 

XI.  EXPENSE REPORTING REQUIREMENTS  
 
Necessary Elements To Include On An Expense Report 

 All journal vouchers that begin with TE must be recorded on the Travel and Entertainment Expense Report 
form. 

 All expenses should be recorded and submitted for approval no more than 60 days from the date returning 
from travel or the date of the travel related expenses. 

 Under IRS rules, failure to submit a COMPLETED expense report within 120 days triggers the expense to 
become taxable income to the employee and is reportable to the IRS. 

 Each travel expense report receipt must contain all pertinent info such as:  

 Class of transportation 

 Destination  

 Date of travel  

 Upgrades/cancellations  

 Business meals (detailing nature of business discussed and guests). 

 Alcohol must be identified and accounted for separately 
It is REQUIRED to retain and submit the detailed meal receipt. Alcohol is allowed to be reimbursed but 
MUST be identified and accounted for separately and charged to account code 125. Additionally, alcohol 
can NEVER be charged to a sponsored restricted fund (Funds beginning with A or B). 

 Detailed receipts are required for (but not limited to): 

 Hotels – Detailed receipts of all charges at the time of check out. 

 Air travel -- Copies of Airline tickets or e-Ticket confirmations showing the amount charged, class 
traveled, date(s) and destination.  

 Ground transportation -- Detailed receipts showing mode of transportation, charges date(s) of 
transportation and destination. 

 Meals 

 Ticket Credits/Changes/Cancellations/Expiration 
It is the responsibility of the traveler to maintain records of tickets that were cancelled.  Evidence of a full 
credit, partial credit with a reissuance of a new ticket or expiration of the ticket must be documented. 

 Credit card statements are insufficient as proof of expenses. 

 Any required receipt (including detailed receipt) that is missing MUST have the form Travel and 

Entertainment Report Missing Receipts Affidavit  completed for EACH missing receipt.  See 
Addendum C 

 Missing detailed receipts could result in reimbursement being denied. 

 Missing  receipts, need to be reported to and assessed by the Controller‟s Office.   It is at the discretion of the 
Controller‟s Office if the expense will be added to the travelers taxable income. 

 
 

Foreign Exchange Rates 
When traveling abroad in another country or territory: 

 The US dollar amount should be written on all receipts needing currency exchange.   

 Refer to Addendum B for guidance on foreign conversions. 
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Approvals 

 The Travel and Entertainment Expense Report form must be signed as approved by the employee’s 
supervisor or an authorized individual with first hand knowledge if a supervisor relationship does not 
exist (such as a visitor or student).   The person authorizing the expenditures must not have participated in 
the meal or event.  

 Travel expenses incurred by Cabinet Members must be reviewed by the Controller‟s Office prior to final 
approval by the President.   

 Approval of travel expenses for all Deans must be forwarded to the Provost. 

 Where appropriate, the fund manager‟s approval for specific funds should also be obtained.  If you have any 
questions whether a fund manager approval is required, please contact that fund‟s manager. 

 All approvers should check for reasonableness and accuracy of the expense reports they are signing.  
Approvers are also responsible for ensuring that all supporting documentation is attached and the nature of the 
trip supports a business purpose. 

 
It is the responsibility of the employee traveling to ensure all policies and procedures are adhered to including 
the expense report completion and posting to the financial system.  The employee traveling is notified 
monthly of any outstanding credit card expenses and is responsible for working with business administrators 
to ensure timely completion of expenses. 
 
 
 
 
 
 
 

XII.  ACCOUNTING  
 
 
 
Below are the most common account codes used for travel and entertainment expenditures. 
 

Å 111   Domestic Travel 

Å 121   Foreign Travel 

Å 114   Business Meals (Local) 

Å 119   Alcohol – Employee/Social/Local Events 

Å 0901 Registration Fees 

Å 090   Staff Development (can not be used with a sponsored fund) 

Å 117   Participant Travel Domestic 

Å 127   Participant Travel Foreign 

Å 125   Unallowable Travel – use for 

Å Alcohol  

Å Administrative foreign travel 

Å Trustee travel 

Å Travel costs associated with alumni, donor for fund raising 

Å First or business class travel 

Å Charter travel, where the costs are higher than commercial travel 
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Submission of Expenses and Reporting 

Form 
 

Travel and Entertainment Expense Report can be found at  http://finance.rpi.edu/update.do?catcenterkey=57  

Receipts 
 

Must attach ALL Rensselaer credit card receipts regardless of value. 
Attach other receipts if $25.00 or greater. 
Attach all required itemized receipts such as flight, accommodations and meals. 
 

Any required receipt that is missing MUST have the form Travel and Entertainment Report 

Missing Receipts Affidavit  completed for EACH missing receipt.  See Addendum C 
 
 

Recording 
Expenses 

All expenses pertaining to a trip must be recorded on one expense report so the full cost of a trip can been 
analyzed.   
 
The lodging bill should be split into the appropriate columns in the cash section.  For example, the expense 
should be split and recorded in lodging, meals, and other columns. 
 
 

Personal 
Expenses 

Personal Expenses Charged on the Rensselaer Credit Card 
The personal portion of any expense must be listed in the column provided and MUST be reimbursed to 
Rensselaer within 10 days of the trip/expense. 
 
 

Ticket 
Purchases 
 

Tickets charged to the „The Card‟ must be recorded under the “RPI CC Charges” section of the report.   If a 
personal expense is commingled, record that amount in the “Personal Expense Amount” column. 
 
Tickets issued by Empress Travel are considered advances and must be recorded on the form in the appropriate 
location.  “Advances Received (from A/P or Empress)”  If a personal expense is commingled only record the 
business portion in this section. 
 
 

Reconcil-
iation 
 
    and 
 
Settlement 
 

There is a distinction that must be made here.  If the expense report contains Rensselaer Credit Card 
Charges one set of rules apply.  If there are no Rensselaer Credit Card charges there is a different 
procedure.  Please read the instructions carefully to ensure compliance. 
 
+++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++ 
 

Rensselaer Credit Card Charges are Recorded 
 
Traveler Owes Rensselaer 
If the traveler owes Rensselaer money, make a check payable to Rensselaer Polytechnic Institute and forward to 
the Travel Coordinator, Disbursement Operations with a COPY of the approved Travel and Entertainment 
Expense Report.  DO NOT SEND ANY RECEIPTS.  All original expense reports and all receipts are to be 
maintained in the department in a central location.  This is necessary to be in compliance with the Credit Card 
Policy and Procedures.  Refer to the Purchasing Credit Card Policy.   
 
Rensselaer Owes Traveler   
 
Send a COPY of the approved Travel and Entertainment Expense Report to the Travel Coordinator, 
Disbursement Operations.  DO NOT SEND ANY RECEIPTS.  All original expense reports and all receipts 
are to be maintained in the department in a central location.  This is necessary to be in compliance with the 
Credit Card Policy and Procedures.  Refer to the Purchasing Credit Card Policy.  Reimbursement via check or 
ACH Direct Deposit will usually be made within 10 business days. 

 
 

 
 
 

http://finance.rpi.edu/update.do?catcenterkey=57
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+++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++ 
 
 

There Are No Rensselaer Credit Card Charges 
 
Send the expense report and all original receipts to the Travel Coordinator, Disbursement Operations and 
reimbursement via check or ACH Direct Deposit will usually be made within 10 business days. 
 
++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++ 
 
DIRECT DEPOSIT: 
It is recommended that travelers sign-up for direct deposit with Accounts Payable.  Reimbursements will be 
deposited into the bank account and a statement will be e-mailed to the traveler upon deposit of funds. The 
form can be found on the Finance Web site at: 
http://www.rpi.edu/dept/finance/docs/accounts/2Authorization%20Agreement%20For%20Direct%20Depos
it%20Payment.pdf 

 
  

T&E 
Report 
Approvals 
and 
Signatures 

The Travel and Entertainment Expense Report Approvals:  The individual requesting 

reimbursement MUST sign and print name on the indicated lines.  Next, the individual’s 

supervisor MUST sign or an authorized individual with first hand knowledge if a supervisor 
relationship does not exist (such as a visitor or student) as an indication that the expenses are 
reasonable and were incurred for authorized Institute activities.  Finally, the individual authorized 

to charge the affected fund MUST sign.  The person authorizing the expenditures (the highest 
level individual signing) must not have participated in the meal or event for which reimbursement 
is being requested.    

 

 

Document 
Retention 

If there are any Rensselaer Credit Card charges on the expense report DO NOT SEND ANY RECEIPTS TO 
ACCOUNTS PAYABLE.  The original expense report and original receipts are to be maintained by the 
cardholder.  Cardholder statements, transaction logs and vendor documentation must be filed centrally in the 
cardholder‟s department and available for audit. 

Individuals MUST NOT maintain their own logs. 
 
Expense reports that do not contain any Rensselaer Credit Card charges received in Accounts Payable are filed 
and maintained in electronic folders in Disbursement Operations. 

Completing 

Credit 
Card 
Journal 
Vouchers 

! !  CRITICAL  ! ! 
 
Do NOT complete the TE voucher in Banner until AFTER the expense report is completed and authorized. 
 
For more information on the use of Rensselaer‟s Credit Card refer to the Purchasing/Travel Card Manual on the 
Purchasing web site at  
http://www.admin.rpi.edu/purchasing  

 
 
 

http://www.rpi.edu/dept/finance/docs/accounts/2Authorization%20Agreement%20For%20Direct%20Deposit%20Payment.pdf
http://www.rpi.edu/dept/finance/docs/accounts/2Authorization%20Agreement%20For%20Direct%20Deposit%20Payment.pdf
http://www.admin.rpi.edu/purchasing
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XIII. TRAVEL CARD NON-COMPLIANCE POLICY 
 

It is the responsibility of the employee traveling to ensure all policy and procedures are adhered to including 
the expense report completion and posting to the financial system.  The employee traveling is notified 
monthly of any outstanding credit card expenses and is responsible for working with business administrators 
to ensure timely completion of expenses. 
 
 
General Travel Card Non-Compliance Issues 
Rensselaer Travel cardholders are required to abide by all policies and procedures governing the use of The Card.   To 
ensure that a cardholder understands and complies with the card program policies, and that Rensselaer's interests are 
protected, periodic compliance audits will be performed on a cardholder's travel logs and supporting documentation. 
 
Audits 
Internal audits or compliance reviews will include: 

 Periodic reviews of travel related expenses by Disbursement Operations.  A written report of the findings will 
be provided to the cardholder and their supervisor.  

 Reviews by internal auditors. 
 
External audits may be performed by: 

 Independent Public Accounting Firms 

 Office of Naval Research/Defense Contract Auditing Agency 

 Any research sponsor 
 
Non-compliant findings are categorized as either minor infractions or major infractions. 

 Minor Infractions include, but are not limited to: 

 Unintentional unauthorized use of the card that is not reimbursed to the Institute within 10 business 
days of the charge e-mail notification. 

 Failure to maintain proper records 

 Failure to obtain proper vendor invoices or receipts 

 Failure to complete and obtain authorization on Missing Receipt Affidavits. 

 Failure to submit expenses within 60 days of the travel expenditure or return from the trip. 

 Failure to have the travel logs properly approved or completed in Banner within 120 days of travel.  

 Personal travel when combined with business use that is not reimbursed to the Institute within 10 
business days of returning from the business trip. 

 Major Infractions include, but are not limited to: 

 Any of the above that occur repeatedly (more than three times). 

 Theft or Fraudulent activity 

 Intentional misuse of Rensselaer funds or abuse of „The Card‟ privileges 

 Personal travel  

 Failure to adhere to Human Resource Policies 

 Refer to Human Resource “Rensselaer Employee Handbook”: 

¶ Employee Conduct…Standards of Conduct and Performance; such as; 
“Each employee is to comply with Institute and departmental policies and 

procedures. “ 
 
Corrective Action 
Minor Infractions: 

 Minor Infraction findings may require corrective action, as outlined in the audit, or as indicated by the reviewer. 

 Written audit reports will be forwarded to the cardholder and their supervisor.  

 Second occurrences of Minor Infractions will require corrective action as well as cardholder retraining.  
Notification will be sent to the cardholder's supervisor.  

 Training requirements not completed in the timeframe given will result in temporary card suspension until the 
training requirement is completed.  

 Third occurrence of the same minor infraction non-compliance will result in card suspension for one quarter and 
correction of non-compliant items.  The cardholder's supervisor and appropriate Vice President or Dean will be 
notified in writing.   The President will be notified of any Dean or direct report. 
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 If the cardholder is still non-compliant after three months, or upon request by the appropriate Vice President, 
Dean, Provost or President purchasing card privileges will be revoked.  

 Minor infractions repeated more than three times will be handled as a major infraction. 
 
 
 
 
Major Infractions: 

 Depending on intention or severity, major infractions may result in suspension or revocation of card privileges. 

 Improper or fraudulent use of The Card may include further disciplinary action, up to and including termination of 
employment, as outlined in the Cardholder Agreement and Rensselaer's Policies and Procedures for Human 
Resource Management or, in the case of Faculty, as determined by the Provost. 

 Refer to Human Resource Policy Guidelines: 

 Refer to Human Resource “Rensselaer Employee Handbook”: 
 
If your card has been suspended or revoked, you will not be allowed to request airline tickets through Empress Travel 
that are prepaid by Rensselaer funds, unless approved in writing by the Provost or appropriate Vice President. 
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ADDENDUM A 

 
International Travel 
 
For all international travel charged to sponsored programs (A & B Funds),   Rensselaer complies 
with the Federal „Fly America Act‟ which requires all employees traveling internationally to fly U.S. 
flag air carriers.  Under the Act, there may be instances whereby the use of foreign air carrier service 
may be deemed necessary if:   

 a U.S. flag air carrier otherwise available cannot provide the air transportation needed,  

 use of U.S. flag air carrier service will not accomplish the agency's mission, 

 an origin or interchange point is not served by U.S. flag air carrier, foreign air carrier service 
should be used only to the nearest interchange point on a usually traveled route to connect 
with U.S. flag carrier service; or, 

 a U.S. flag air carrier involuntarily re-routes the traveler via a foreign air carrier, the foreign 
air carrier may be used notwithstanding the availability of alternative U.S. flag air carrier 
service. 

 when traveling from the U.S., the traveler‟s origin or destination airport, and the use of U.S. 
flag air carrier service would extend the time in a travel status, including delay at origin and 
accelerated arrival at destination, by at least 24 hours more than travel by foreign air carrier. 

 travel between two points outside the U.S. and travel by foreign air carrier would eliminate 
two or more aircraft changes enroute: 

 where one of the two points abroad is the gateway airport en route to or from the U.S., if the 
use of the U.S. flag air carrier would extend the time in travel status by at least 6 hours more 
than travel by a foreign air carrier, including accelerated arrival at the overseas destination or 
delayed departure from the overseas origin, as well as the gateway airport or other 
interchange point abroad; or 

 where the travel is not part of a trip to or from the U.S., if the use of a U.S. flag air carrier 
would extend the time in travel status by at least 6 hours more than traveled by foreign air 
carrier including delay at origin, delay enroute and accelerated arrival at destination. 

 Traveling a short distance, regardless of origin and destination, when the elapsed travel time 
on a scheduled flight from origin to destination airport by foreign air carrier is 3 hours or 
less and service by U.S. flag air carrier would involve twice the travel time. 
 

For more detailed information please visit  http://www.tvlon.com/resources/FlyAct.html) 

 

 

 

 

 

 

 

 

http://www.tvlon.com/resources/FlyAct.html
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ADDENDUM B 

 
October 23, 2006 

To: Business Managers and International Travelers 

From: Pamela Rochminski, Director, Disbursement Operations 

Re: Conversion Rates for International Travel 

In an effort to ease the complications of preparing an international expense report while 
ensuring compliance with current policy, we have some firm guidance that I think you 
will like.  You can use one of three different methods to determine what rate to use 
when converting expenditures from a foreign currency to US currency. 

Method 1 

The traveler should maintain documentation of the conversion rate used when 
converting US dollars to the foreign currency.  If the traveler has this documentation this 
is the rate that can be used to convert all the travel expenses for that particular trip.  The 
documentation must be attached to the expense report.    

Method 2 

If the traveler used a personal credit card during travel you can use the personal credit 
card statement to show the US converted dollars as documentation.  However, if this 
method is used be sure to black out any personal information such as credit card 
number and personal expenses.  The conversion rate can be calculated from this 
statement and that rate can be used to convert all non-credit card expenditures. This is 
the most accurate and most beneficial method for the traveler to use to convert 
expenditures.  

Method 3 

If the traveler is unable to provide the information in method 1 or 2 the average rate on 
OANDA.com can be used.  Click on FXHistory, enter the dates of travel, the appropriate 

Currency Codes, and use the Typical Cash Rate +4%, click on Get Table - you will be 
provided an AVERAGE - this AVERAGE can be used to convert all expenses during the 
trip.  Please attach a print screen of this rate to the expense report as backup.  (A 
sample of this web page is provided below.) 

 

Expense Report Documentation for All Methods 

Please continue to write the converted amount (US Dollar Amount) on each receipt as 
we will still need to confirm the accuracy of all converted expenditures. 

 

(ADDENDUM B Continued)             Method 3 Sample   
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Use this average 
rate for all 
expenditures.   Print 
this screen and 
attach to the 
expense report. 
. 
 

Select the appropriate dates of travel 
 

Select Typical Cash Rate +4%  
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ADDENDUM C 
 
 

Travel and Entertainment Report 
Missing Receipts Affidavit 

 

 
 

This form can be found on the finance web site at finance.rpi.edu 
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XIV. FREQUENTLY ASKED QUESTIONS 
 

 
Q:  What receipts do I need when submitting a T&E Expense Report? 
 
A:  All charges on a Rensselaer credit card are required to have a receipt regardless of the value. For cash or  
      personal credit card expenditures you need to submit receipts for only those expenses $25.00 or greater. 
 
Q:   Do I need itemized/detailed receipts? 
 
A:   Detailed receipts are required for (but not limited to): 

 Hotels – Detailed receipts of all charges at the time of check out. 

 Air travel -- Copies of Airline tickets or e-Ticket confirmations showing the amount charged, class 
traveled, date(s) and destination.  

 Ground transportation -- Detailed receipts showing mode of transportation, charges date(s) of 
transportation and destination. 

 Meals 
 
        Q: Is my credit card statement sufficient as a receipt? 
 
        A:  No, credit card statements are not sufficient documentation for expenses.  Receipts must be used for all travel 
             related expenses. 

 
Q:  What do I do if I am missing a required receipt? 
 

A:  Any required receipt (including detailed receipt) that is missing MUST have the form Travel and   

      Entertainment Report Missing Receipts Affidavit  completed for EACH missing receipt.  See  
      Addendum C. 

o Missing detailed receipts could result in reimbursement being denied. 

o Missing  receipts, need to be reported to and assessed by the Controller‟s Office.   It is at the 
discretion of the Controller‟s Office if the expense will be added to the travelers taxable income. 

 
Q:  What happens if an expense does not have a required receipt? 
 
A:  It is at the discretion of the department if the expense will be reimbursed.   If the department chooses to 
     reimburse, it is then reported to the Controller‟s Office where it is evaluated and is at the discretion of the  
     Controller‟s Office if the expense will be added to the travelers taxable income. 
 
Q:  Who needs to authorize my request for an exception to policy? 
 
A:   

 For faculty members, approval must be provided by the respective Dean. 

 For Deans, approval must be provided by the President. 

 For staff members, approval must be provided by each respective division‟s Vice President. 

 Documentation with the appropriate approval signature must accompany the expense report in all exception 
cases. 

 
 
Q: What is the current mileage rate? 
 
A: The current calendar mileage rate can be found on the web at  http://www.rpi.edu/dept/purchasing/pcard/travel.html. 
 
Q: How can I get a cash advance for travel? 
 
A:  Cash advances are not allowed. 
 
Q: Where do I remit payment to the institute for a balance I owe from a trip? 
 
A: All reimbursements should be made by check to Rensselaer Polytechnic Institute and forwarded to the 
    attention of the Travel Coordinator, Disbursement Operations in the Rice Building, 5th Floor.  
 

http://www.rpi.edu/dept/purchasing/pcard/travel.html
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Q: May I bring my spouse or other family member on a trip? 
 
A: Spouses, family members and acquaintances can accompany a traveler on business, but the Institute will not pay 
     for any expenses on their behalf. 
 
 
 
 
Q: May I purchase tickets or pay for travel for someone else? 
 
A: Yes, you may pay for travel for an employee without a credit card or non-employees traveling to Rensselaer on  
     business.  All of the same rules apply and the nature of the travel must be explained on the expense report. 
 
 
Q: May I pay for a conference on my Rensselaer credit card for another employee? 
 
A: Yes, but you should make sure that that employee has approval to attend the conference.   
 
 
Q: What taxes can I pay?  
  

A:  The only taxes allowable are hotel, meal, airport departure or any other travel related taxes.  

Be aware that we are tax exempt in several states including New York State.  A list is provided on the 
Purchasing web site at http://www.rpi.edu/dept/purchasing/purchasing_policies.html.  A tax exempt 
certificate for each state can be obtained by contacting the Purchasing department, ext. 6222 for a New York 
state Tax Exemption Certificate and for information regarding other states in which Rensselaer has sales tax 
exemption status.  One Tax Exemption Certificate is required for each vendor. 

 
Q: What size automobile may I rent? 
 
A: Travelers are encouraged to choose compact or mid-sized cars whenever possible.  
 
 
Q: Is gasoline reimbursable if mileage is also submitted? 
 
A: No, you may only submit a reimbursement request for mileage or fuel.  Tolls and parking may be submitted  
    with either reimbursement. 
 
 
Q:  Should I purchase the additional liability/collision insurance when I rent a car? 
 
A:   

The Institute‟s automobile liability policy has been endorsed to include protection for rented vehicles in the 
United States and its territories, Canada and Mexico.  Purchase of additional liability insurance from a rental agency 
will not be reimbursed when traveling in these three countries. 

 EXCEPTIONS 

 Full collision and liability insurance must be taken when traveling in a country outside of the United States 
and its territories, Canada and Mexico, as Rensselaer‟s blanket insurance policy does not cover such 
damage.  

 Individuals who are not an employee or student at Rensselaer are not covered by the institute‟s 
automobile liability insurance.  It is recommended that these travelers check with the coverage they are 
eligible for on their personal credit card (such as MasterCard, Visa, American Express).  Many of these 
cards provide automobile insurance coverage and therefore the cost of adding insurance can be avoided.  
However, if an expense report is submitted and insurance was taken it is at the discretion of the 
department if the cost will be reimbursed.   

 Employees are covered under the Institutes‟ insurance while driving company vehicles, but are not 
covered under this policy while driving their own vehicle at any time.  When you drive your own car on 
Rensselaer business, your own insurance policy serves as a “primary” policy for third party liability and 

http://www.rpi.edu/dept/purchasing/purchasing_policies.html
mailto:montyd@rpi.edu
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physical damage to your vehicle.  This means that if a claim arising out of an accident exceeds your policy 
limits, then Rensselaer‟s policy will cover the accident in excess of your policy.  If your vehicle is damaged 
as a result of an accident, whether it is your fault or not, your comprehensive collision coverage would 
respond.  You are responsible for any deductible amounts under your policy.  If you do not carry any 
collision insurance, then the entire amount of the damage is your responsibility.  Neither Rensselaer nor its 
insurance will pay for any physical damage to your vehicle; you use it at your own risk.  Mileage 
reimbursements are designed to include an incremental cost for insurance and deductibles. 

 
 
Q: May I travel via first or business class when flying? 
 
A:  First or business class air travel is not allowed under the institute‟s travel policy.  Please refer to the travel  
     policy for a list of exceptions. 
 
Q:  What do I do if I am planning a conference and charging a sponsored agreement? 
 
A:  Refer to section VIII. Travel Charged to Sponsored Restricted Agreements, Organizing a Conference. 
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The Travel and Entertainment Expense report short form, long form and super 

long form can be found on the finance web site at: 

 

Finance.rpi.edu 

 Business Administrators & Employees 

 Forms & Policies 

 Accounts Payable and Travel 
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INSTRUCTIONS 
Travel and Entertainment Expense Report 

 
Refer to Rensselaer’s Travel and Entertainment Policy and Procedures 

 for official rules regarding travel and entertainment expenses. 
 

Completed form, original documentation and appropriate approval signatures, should be forwarded to 
Accounts Payable for processing ONLY if there is a balance due the employee or Rensselaer. 
 
For other types of reimbursements, please use the Direct Payment Request form. 
 

REIMBURSEMENTS WILL BE DISTRIBUTED THROUGH INTERCAMPUS MAIL or DIRECTLY 
DEPOSITED INTO PERSONAL BANK ACCOUNTS. 
 

REQUIRED ELEMENTS OF REIMBURSEMENT REQUEST: 
 

U.S. citizen or permanent resident status of the payee.  If the payee is not a U.S. Citizen or permanent resident 

alien, do you want the amount grossed-up?  Gross-Up definition:  Rensselaer is generally required to withhold tax at a 
30 percent rate from all income payments made to nonresident aliens.  The Nonresident Alien Tax Specialist will 
calculate and deduct any applicable tax from the payment prior to processing.  If a department wishes to pay the tax on 
behalf of a nonresident alien, the tax payment is considered income and is taxable as well.  When paying the tax due on 
behalf of a nonresident alien, a department should request that the payment be “grossed-up”.  The Nonresident Alien 
Tax Specialist will then calculate the applicable tax and deduct it from the department’s budget and the payee will 
receive the net amount requested on the Travel and Entertainment Expense Report. 
 

The Nonresident Alien Tax Specialist will calculate any taxes that may be applicable.  Please allow 15 days for 
payments made to any nonresident alien who claims a tax treaty exemption. 

 
RIN or SSN, name and address of individual being reimbursed must be completed.  
 

Destination, purpose/sponsor and dates of travel must also be completed.   
 

Advances Received (from A/P or Empress)  Enter any amounts previously paid to a vendor and tickets purchased 
through Empress Travel. 
 

Total Cost of Trip This section will be populated automatically by the form calculation. 

 
Travel Expense Account Data  This section will be populated automatically by the form calculation.  The “Total Cash 
Expense” must equal the “Accounting for Total Cash Expenditures” total.  If they do not match the field will turn RED as 
an alert. 
 

Accounting for Total Cash Expenditures  Enter the FOAPL string and amounts to charge the cash expenditures to. 
 

Approvals:  The individual requesting reimbursement MUST sign and print name on the indicated lines.  Next, the 

individual’s supervisor MUST sign or an authorized individual with first hand knowledge if a supervisor relationship does 
not exist (such as a visitor or student) as an indication that the expenses are reasonable and were incurred for 

authorized Institute activities.  Finally, the individual authorized to charge the affected fund MUST sign.  The person 
authorizing the expenditures (the highest level individual signing) must not have participated in the meal or event for 
which reimbursement is being requested.   If someone other than the appropriate individual signs the form an 
explanation must be included. 

 
Expense Details   Complete the Cash Expenditures and RPI Credit Card Charges sections. 
 
 

 
Rensselaer reserves the right to question charges as reasonable and customary. 


