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PITZER COLLEGE 

REQUEST FOR ADMINISTRATIVE TRAVEL 
To be approved by the Vice President of your functional area prior to any travel taken on College funds 

 
 
Air Travel Expenses:  The College will normally approve travel only for the least expensive excursion fare 
available, for a round trip between major airports.   
 
Official College Business:  If you are traveling for official college business purposes (e.g. recruitment, 
fundraising, other purposes as requested by the College), please refer to the end of this form for the 
College’s guidelines for meals, hotel, and transportation expenses.   
 
Expenses for Conferences/Other:  If you are traveling for professional development purposes and 
presenting a conference paper or formal discussion the College will cover up to $500 for hotel, meals and 
local transportation expenses.  If you are attending as an officer of a professional society or chairing a 
session, the College will cover up to $250 for the same expenses.  (Note these are suggested expense 
guidelines; the Vice President for your functional area may approve additional funding if deemed 
necessary.)   
Name: ___________________________________   Department:        
 
Participation:   Presenter or formal discussant   Attendee, chair, officer 
 

Title of paper/poster/discussion: _________________________________________ 
            

PURPOSE, DATES AND ESTIMATED EXPENSES: 

Dates Destination & Business Purpose 

Airfare/ 
Ground 
Travel 

(mileage) Hotel 

Meals/ 
other local 
transport 

incidentals 

Total 
estimated 
expenses 

      
      
      
      
      
      
      
      
 
_____________                   
DATE                        YOUR SIGNATURE 
 
_____________                   
DATE                        VP FOR YOUR FUNCTIONAL AREA SIGNATURE  
(Signature indicates that this travel is appropriate for the staff member, and that suitable arrangements have been made to deal with his/her absence from campus.) 
 
 
____________________ ___________________________________________________________________________________ 

DATE                        PRESIDENT (for Vice President’s Travel or President’s Direct Report’s Travel)  
 

 

 



10-24-08  

GUIDELINES FOR MEALS, HOTEL, AND GROUND TRANSPORTATION EXPENSES 
 
Recognizing that the cost of traveling in different areas of the country can vary widely, the College does not 
have a set per diem for travel on College business, but rather asks that you follow these guidelines for 
meals, hotel, and transportation expenses: 
 
1. If you do not submit your receipts in time for timely payment of credit card bills, you will be charged any 
finance charges or late fees.  All receipts must be submitted within 60 days of expense or the amounts must 
be included as wages on your W-2 to comply with IRS rules regarding employee reimbursement for 
business expenses. 
 
2. For transportation to and from airport, use Super Shuttle or its equivalent when going to or from the 
airport and hotel.  Taxis should be used only when you can share the cost with someone else, or if the cost is 
equivalent or less than shuttle service.  If you drive your own car to the airport, or if a friend or family 
member drops you at the airport, the College will reimburse for mileage.  The College will reimburse you 
for long-term parking if it is necessary.  (Please use the least expensive long-term parking available.) 
 
3. You must indicate on entertainment receipts the business purpose of the activity and the names of persons 
with whom you had a meal, drink, etc.   
 
4. Please use your phone credit card or your cell phone when making calls from the hotel; using the hotel 
phone is more expensive. 
 
5. The College will not pay for items purchased from your hotel room’s mini bar, video rentals, laundry 
services, or spa treatments while you are traveling on College business. 
 

Please submit the signed form to the Treasurer’s Office 


