
B R Y N  M A W R  C O L L E G E  
TRAVEL ADVANCE AND EXPENSE REPORT 
COMPTROLLER'S OFFICE 
 

SECTION I: Payee, Account(s) and Amount(s) 
(Please Print) 
Bryn Mawr ID Number   
 
Name of Payee:   
 First Middle Last 
 
Payee’s Address:     
 Street Address  City  State Zip 
 

Traveler(s):  Same as payee   Other (indicate name)   
 
Citizenship of traveler(s):     U.S. or resident alien        Nonresident alien (country:  ) 

 
Department Description Fund Expense (522xx) Dept (xxxxx) Project (xxxxx) A m o u n t  

      $ 
      $ 
      $ 

 

 Please check a box below: TOTAL AMOUNT: $ 

 Advance:   $200 minimum.  When travel is completed, itemize expenses in Section V, Expense Report. 
 Direct Payment:  Attach original invoice, registration form or other third party paperwork. 
 Reimbursement:  Complete Section V, Travel Expense Report on the other side. 
 Return of Excess Travel Funds:  Complete Section V, Travel Expense Report on the other side.    

 Attach a check made payable to Bryn Mawr College for the excess amount calculated in Section V.  
      Expense reports must be submitted to the Comptroller's Office within 30 days of the travel return date. 

 

 SECTION II: Business Purpose 
Reason for travel:   Depart date: / /  
 
   Return date: / /  

Where (City and state or country):     
 

SECTION III: Distribution 
 

   Pick up check   Campus mail*  U.S. mail* Other Instructions: 

*Address:     

     
     
 
SECTION IV: Certification and Authorization 
We certify the following: 

1. The reported travel expenses were incurred in connection with College business, and are substantiated 
 by the attached original itemized receipts which indicate method and amount of payment. 
2. No portion of the claimed travel expenses has been or will be reimbursed from other sources. 
3. Expenses adhere to the College's travel policy and guidelines.  Exceptions to the policy, such as lack  of original receipts, have been 

approved for the following reason(s) as described below: 
 
   
 
   

 
Payee's/traveler's signature:     / /  

Authorizing signature:     / /  
(The authorizing individual may not be the payee or traveler) Phone ext. Today's date 

OVER 



 
SECTION V: Bryn Mawr College Travel Expense Summary 

 
PLEASE RECORD AND TOTAL YOUR TRAVEL COSTS IN THE APPROPRIATE SPACES BELOW. 

If your travel period exceeded seven days or if you need more space to complete a category, please photocopy this summary or follow this format on 
an additional sheet and attach it to this request.  If your department has a similar travel log, you may use it instead of this worksheet and attach it to 
this request.  
 

                                 Date     /     /     /     /     /     /     /     /     /     /     /     /     /     /  
Airfare $ $ $ $ $ $ $ $ 
Taxi / limo / shuttle        $ 
Rail / bus/ subway/ ferry        $ 
Parking/Tolls        $ 
Car rental        $ 
Gas: BMC or  rentals only        $ 
Mileage: @ _______________¢ per mile #        
Personal vehicle only $       $ 

Per diem  ( Nonres. aliens only )        $

Lodging ( room / taxes)        $ 

Total meals for self: 

Breakfast 

Lunch 

Dinner 

Snacks 

       $ 

Total meals for guest(s)        $ 
Name of guest(s) Business reason for guest(s) 

  

  
Conf. Registration Fee         $ 
Phone/ Fax / Duplicating         $ 
Tips         $ 
Other:         $ 
         $ 
   
 Total itemized travel expenses listed above: $ 

 Less travel advance: ($                       ) 
 Less expenses paid directly by College ( through Accounts Payable or College credit card): ($                       ) 
 Reimbursement requested / (Excess funds due BMC): 

Record total amount in Section I on the front side 
$ 

 

Important Instructions:    ORIGINAL ITEMIZED PAID RECEIPTS OR INVOICES FOR ALL EXPENSES MUST 
ACCOMPANY THIS REQUEST.  When receipts are not available, please itemize the expense in Section IV and include the reason 
for the missing receipts. 

IRS REGULATIONS STATE THAT BUSINESS TRAVEL REIMBURSEMENTS MUST BE PROPERLY DOCUMENTED TO BE FEDERAL TAX 
EXEMPT.  

  Please provide the department description and the full sixteen-digit charge number(s) with one of the following expense accounts.   If the correct 
budget object is not in your account, contact the Comptroller's Office. 
 -52200 Domestic travel* (within the 50 United States and D.C.) 
 -52201 Foreign travel* (outside U.S., including Canada and Mexico) 
  *Note:  the destination of the trip determines the budget object to be used. 
 -52203 Guest travel (e.g. lecturers, speakers, consultants, volunteers, alumnae, job applicants, trustees) 
 -52204 Field trips-student related travel (e.g. athletic, student research/fieldwork) 
 -52213 Off-campus recruiting travel (e.g. College Fairs) 
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