
Binghamton University
Philosophy Department

Travel Checklist
Before Travel:

1. Review Traveler Responsibilities: https://www.binghamton.edu/offices/travel/traveling/

2. Initiate Approval: Send the Chair an email requesting approval that includes the purpose, date(s), place, and
amount of funding needed. Forward Chair’s approval to Melissa at msumpter@binghamton.edu.

3. Complete Philosophy R&A form and return to Melissa at least one month prior to departure (reach out if any
questions) https://www.binghamton.edu/philosophy/documents/phil-ra-travel.pdf

- “Destination Address” is the conference/meeting site.
- “Authorization Number” is only needed if the University will pay airfare directly.
- Send a conference program/agenda (or link to it) along with the R&A.
- If using personal time, provide airfare/hotel quotes with and without personal time before purchase.

No quotes, no reimbursement.
- If the hotel is over the per diem rate, provide (3) hotel quotes. NYS will reimburse the cheapest.
- NYS only reimburses the lowest cost of any travel.

4. Sign University Electronic R&A Form: You will receive notification via email. The R&Amust be fully approved
prior to travel and before any travel purchases are made. Otherwise you will not be reimbursed.

During Travel: Save all original receipts for reimbursement. No receipt, no reimbursement. Credit card statements
alone are not sufficient.

After Travel:Meet with Melissa as soon as possible after your return to complete the Travel Expense Report. The
report needs to be submitted within 30 calendar days, starting on the day of return.

1. You will need to provide:
- Departure and arriv
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