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Procedure and Process
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Requirements
 Completed, signed travel reimbursement form

 Form must be signed by financial manager of the fund that is being charged for the 
reimbursement.  For grants, this would be the PI of the grant.

 Purpose of the business trip must be stated on the form and documentation to 
substantiate business trip
 This could be a meeting/event agenda, email, published advertisement for event, etc…

 Detailed receipts for reimbursed expenses. Receipt need to be itemized and show proof of 
payment.
 A stand-alone credit card signature slip is not sufficient for reimbursement.
 If you are missing a receipt and wish to be reimbursed for the expenditure, a Missing Receipt 

Form must be completed and signed by the Dean. This form should be used sparingly and 
only after attempts are made to get a copy of the missing receipt from the vendor.

 Receipts should be in digital form, organized by expense categories and date.

 For mileage reimbursement, turn-by-turn directions for the round trip must be submitted. 
Directions should have the round-trip mileage. The starting and ending point of the trip 
needs to be the University’s address.

 Please be aware that alcohol purchases are not reimbursable.

Created by: Sean Blake

https://drexel.edu/%7E/media/Files/procurement/PDFs/Travel_Expense_Reimbursement_Report.ashx?la=en
https://drexel.edu/%7E/media/Files/procurement/PDFs/Missing_Receipt_Form.ashx
https://drexel.edu/%7E/media/Files/procurement/PDFs/Missing_Receipt_Form.ashx


Travel Reimbursement Form
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Procedure & Process

1. Complete travel reimbursement form and have your advisor sign the form. If the 
reimbursement will be charged to a grant, the PI must sign.

2. Submit signed, completed form along with all receipts, and business purpose 
support, electronically to Director of Operations, Sean Blake 
(seb353@drexel.edu). If Sean is unavailable, submit to Assistant Director of 
Events & Programs, Keiko Nakazawa (kn52@drexel.edu).  Both are in the MSE 
suite, LeBow Engineering 344. Reimbursement requests must be submitted within 
60 days from the date of return of travel.

3. Sean will review the form, receipts and other supporting documents for 
completeness and compliance. If all requirements are met, the documents will 
be submitted to Procurement for processing.

4. If you are signed up for direct pay for payroll, your reimbursement will be 
disbursed via direct pay. If you are not signed up for direct pay, payment will be 
disbursed in a physical cheque and mailed to your home address.
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