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Travel Documentation Checklist 
*All requests for reimbursement must be submitted within 30 days of returning from travel

Foreign Travel – all foreign travel requires prior approval from Research Foundation to comply with Federal Export Control Regulations.  Contact Laura Merkl at lmerkl@brockport.edu or (585) 395-2444.


Travelers name: 

Purpose for trip:

Dates of Travel: 



☐  Original airline boarding passes, airfare receipts, baggage receipts, train receipts, taxi, rideshare, gas, toll,   
       shuttle parking, etc.  All transportation and transportation related receipts. (must show paid for reimbursement)
       *Note: Federal awards and other sponsors who require it, are designated Fly America for air travel*

☐  Original itemized lodging bill received at checkout; hotel justification for hotel over the allowable.  *Notes:  
      This is required even if the hotel was paid for with RF’s credit card.  Also, stating the conference was at the
      Hotel where you stayed is not considered a justification.*

☐  Conference agenda, name tag, and/or program (proof of attendance)
	☐ If you stayed in a double occupancy room, documentation of single room rate

☐  Original itemized car rental receipt and justification for rental car

☐  Original receipt for conference registration/entrance fee, and/or events

☐  Original itemized receipts for any other expenses being claimed (justification may be needed)

☐  Original itemized meals receipts if you are claiming meal reimbursement rather than meal per diem

Research Foundation does not pay lunches, breakfast and dinner only.  Charging meals to your hotel room is discouraged.  

Taxes  RF is tax-exempt and unable to reimburse any New York State taxes.  Please ask for a Research Foundation tax-exempt form if you do not have one.

Original receipts are required for all travel expenses for which you are requesting reimbursement, except for per diem meals.  All receipts must show the expense was paid, if requesting reimbursement.  Per diem lodging may be adjusted for unreceipted lodging.  Original receipts are required for expenses pre-paid/paid with VISA, or any Research Foundation credit account.

For questions, please reach out to Yvonne Trobe at ytrobe@brockport.edu or (585) 395-5153
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