
7/1/11 

FACULTY TRAVEL FUND EXPENSE REPORT 
 

Please read instructions on reverse side before completing report. 

Send completed report to:  Cheryl Moreau, Manager, Office of Faculty Governance, 402 University Hall, Box 1830, by May 15. 

 
 

 

Name________________________________Rank________________Department_____________________Box________  

  

Destination and purpose of trip_________________________________________________________________________   

 
____________________________________________________________________________________________________  
 
____________________________________________________________________________________________________  
 

Dates of travel_______________________________ 

Nights away_________________________________ 

 
 

 Estimated Expenses   Actual Expenses 
        (include original receipts) 
 
(1) Round trip fare (e.g. airfare, train) $__________________ $___________________ 

(2) Transportation (e.g. taxi, car rental, personal auto) $__________________ $___________________ 

(3) Hotel/Housing Accommodations $__________________ $___________________ 

(4) Registration fee $__________________ $___________________ 

(5) Meals  $__________________ $___________________ 

(6) Other expenses (explain fully) $__________________ $___________________ 

(7) TOTAL lines 1-6 $__________________ $___________________ 

(8) Less other available funds  $__________________ $___________________ 
 (see instructions on reverse side) 
 
(9) TOTAL expenses $__________________ $___________________ 

(10) TOTAL due traveler (maximum allowed $850.00) $__________________ $___________________ 

 
 
 
 
Signature________________________________________ Date Advance Requested _________________Date Final Report Made__________________ 
 
 
(11) Department Chair Approval _______________________________________________________________________________ 

 

DO NOT WRITE BELOW THIS LINE 

-----------------------------------------------------------------------------------------------------------------------------------------------------------------------   
 

Advance $_____________ (line 10)  Approval __________________________________Date________________ 

 

Reimbursement $_____________ (line 10)  Approval __________________________________Date________________ 

 



 

RULES AND REGULATIONS 

 

 The Faculty Travel Fund (FTF) is available to voting members of the Brown campus-based 

faculty for assistance in meeting the costs of one professional trip during any academic year.  The FTF 

will not cover travel undertaken for administrative purposes, nor for travel to and/or from a sabbatic 

destination, although a faculty member on sabbatical leave may apply to the FTF for aid in supporting 

travel expenses for scholarly research incurred in the course of one trip during that leave.   

 

 It is understood that the faculty member’s signature to this request attests to the fact that no 

funds, or insufficient funds, are expected to be available to the Traveler from other sources during the 

academic year for which this request is made.  The signature of the Department Chair signifies that this 

state of affairs is correct, to the best of the Department’s knowledge.  The application must be 

countersigned by the Department Chair.  If it is possible to supplement the FTF with money available 

from a grant, contract, department, or other source, please specify that amount on Line 8 at the time of 

the initial application to the FTF. 

 

 Requests for FTF assistance may be made during the academic year in the form of a 

reimbursement or an advance and must be submitted to the Office for Faculty Governance, 402 

University Hall, Box 1830, by no later than May 15.  A request for Reimbursement and the Final Report 

for an advance request shall be made by the Traveler to the FTF within a period of two weeks following 

completion of travel. For trips completed in May and June, the deadline for submission of the Final 

Report is June 30.  Only original copies of expenses (e.g., an original airplane ticket, not a photocopy) 

and the original copy of the FTF Report Form itself are to be submitted as part of the Final Report; these 

are IRS rules to which the FTF must rigidly adhere.  All expenses of $75.00 or greater (including meals) 

claimed on the Expense Form must be justified by original receipts enclosed with the Final Report.  

Faculty may elect to be reimbursed for personal meals on a meal per diem basis (no receipts required). 

Expenses charged for accommodations and subsistence must be clear and reasonable, and may not 

exceed current US government limits.* 

 

 Failure to submit the Final Report to the Office for Faculty Governance within the allotted time 

will result in the forfeiture of any additional payments beyond the travel advance already received.  

Further, if no Final Report is received by the Office for Faculty Governance within 60 days of the trip’s 

completion, the Manager of that Office will declare the faculty member to be in default, and will assume 

that the Final Report will never be submitted; at that time the University will convert the travel advance 

into taxable income and shall withhold taxes on that amount.  At its discretion, the University may also 

take steps to recover that travel advance. As the end of the fiscal year approaches, this 60-day deadline 

will be continuously shortened, to insure the closing of the academic year’s accounts by the end of June.  

It is the faculty member’s responsibility to inform himself or herself of this variable deadline. 

 

 When completing the Form, please note that Transportation by personal automobile will be 

reimbursed at the mandated Federal mileage rate.**  The amount appearing on Line 10 is the amount to 

be initially advanced, or reimbursed, to the Traveler up to a maximum payment of $850.00.   

   
*For more detailed information on Brown’s travel policy, please consult the Controllers Website:  

http://www.brown.edu/Administration/Controllers_Office/payable/travel/  

 

**For current travel mileage rate, please consult the Controller’s annual spending guidelines: 

http://www.brown.edu/Administration/Controllers_Office/payable/travel/spending.html   

http://www.brown.edu/Administration/Controllers_Office/payable/travel/
http://www.brown.edu/Administration/Controllers_Office/payable/travel/spending.html

