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Expense Report Processes
Students (employees) - Fund Sources: just Dean's Support, just faculty grant (process for non-employees begins on page 6)
APPROVAL FOR TRAVEL: Before making any travel arrangements, your trip must be approved by the GSE and the University. Please follow the process outlined in the Travel Approval Process document dated 9/17/2021 (updated 10/12/2021). If you are unsure of what to do or have any questions, please contact us BEFORE submitting the forms via Docusign.
NOTE: If you would like to use Dean’s Support as a funding source, you must apply for that funding BEFORE you attend the conference (please contact dean@gse.rutgers.edu for information/application). Dean’s Support should only be used as a final option after G-SAC funding and faculty grant funding are used. 
In all instances (including funding provided by just Dean’s Support or just a faculty grant), all materials (TABER, relevant documentation) MUST be submitted electronically via email to the Dean’s office (dean@gse.rutgers.edu) or to Colleen McDermott (colleen.mcdermott@gse.rutgers.edu) no more than 30 days after the conference. If materials are incomplete or submitted late, you will not be reimbursed.

1. Go to my.rutgers.edu, and log in using your NetID. 

2. When you reach the myApps page, scroll down and click on the Expense Management tab. If this link gives you an Oracle error, you will need to contact Colleen McDermott (colleen.mcdermott@gse.rutgers.edu) to acquire access to Expense Management.
3. Next, click on the Go to Task icon (looks like a gear; see image below) and choose Manage Bank Accounts from the list of options. Here you will add the bank account information where you would like your reimbursements deposited—reimbursements will be directly deposited into the account that you designate. 
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Note: If you are unable to find the icon to add your account information, you will need to create a “dummy” expense item and then add it to a report (an RBU number will be assigned). Then log all the way out of the system, log back in, and you should see the Tasks icon that looks like a piece of paper. You will find Manage Bank Accounts within this section.  
4.  Go back to the Expense Management tab and click on the Go to Task icon to add a delegate. Choose Manage Delegates from the list of options. For those expenses being reimbursed only by Dean’s Support, please contact dean@gse.rutgers.edu to ask who should be designated as a delegate. For those expenses being reimbursed only by a faculty grant, you must assign Colleen McDermott as a delegate (if this hasn’t been done already).  

5. Complete a TABER cover sheet and submit the cover sheet and all relevant backup materials via email to the Dean’s office (dean@gse.rutgers.edu) for reimbursements by Dean’s Support funding only, or to Colleen McDermott (colleen.mcdermott@gse.rutgers.edu) for reimbursements by faculty grant funding only. You must submit one PDF for the cover sheet and one PDF per expense item. Each file must be named as follows in order to easily identify the content of the file: LastName_Type of Expense/Documentation. If files are not named in this way, you will be asked to rename and re-send. 
6. Documentation includes receipts and/or credit/debit card statements for travel mode(s) and/or accommodation; receipts and/or credit/debit card statements for professional membership and/or conference registration; a description of the conference; proof of attendance/presentation; confirmation of Dean’s Conference Support (or other financial support if applicable); and documentation of GSE/University approval of travel.
a. Agenda at a Glance: Please include a copy of the basic conference schedule. This schedule need not (and ideally should not) contain information about particular sessions, but it should make clear the duration of the conference as well as any meals that are provided by the conference organizers.
b. Receipts: Original receipts should be scanned (one pdf for each expense item) and included in your expense report. Receipts should show both the total amount paid and the method of payment (e.g., cash or credit card). If you used cash, the original receipt is sufficient. If you used a credit/debit card, please read below for further instructions. 

c. Credit/Debit Card Statements: If you used a credit/debit card for an expense, the receipt should show your name and the last four digits of the account number. If the original receipt does not show all of this information, then you must submit your credit card statement as proof of payment, in addition to the original receipt. The last four digits of the account number on the statement must match the last four digits that appear on the original receipt. Further, your name must appear on the statement in order to prove that the account used for the purchase is in your name.  All other information (e.g., other purchases, your address, etc.) can be blacked out. 
Note: If the card does not belong to you (e.g., you used a parent’s or spouse’s card or split a room with a friend who paid in full) you must also include a brief note from the cardholder stating that he/she grants Rutgers permission to reimburse you for the charges made to his/her card. 

d. Conference Description: Include a brief, 3-5 sentence narrative describing the conference outlining its goals, the sponsoring body, and its location. You can use the official description/theme from the website or program if available.

e. Proof of Attendance/Presentation: Include in your expense report a scan of your conference ID badge and/or your boarding passes as well as a copy of the program showing your name and/or detailing your presentation session (if applicable).

f. Reason for Attendance: You must include a detailed reason for your attendance at this conference, regardless of whether or not you presented or attended, in a separate file named LastName_Reason for Attendance. Even if you include this in your TABER in the box labeled, “Please Explain the Reason or Purpose of Business Reimbursement,” please also include it in a separate document.
g. Documentation of Conference Registration/Organization Membership: You must provide an email confirmation regarding your conference registration and proof of payment (i.e., a receipt and/or a credit card statement). In some instances, conference attendees must purchase membership in the organization in order to register for the conference. Reimbursement for this membership may be requested as well, with the same documentation required as that required for conference registration. 
Note: For the Fall 2020 semester at the very least, you can submit for reimbursement any professional membership expenses, even without conference registration, using the process described above. 
h. Documentation of Travel:

1. Car Rental: Provide the rental contract, signed original receipt, and credit card statement (if paid with card). Rental is limited to intermediate sized vehicles.

2. Mileage: Include a map route (e.g., using Google maps, Mapquest) to indicate the mileage for your trip. There should be one pdf for the mileage for your trip to the conference and one pdf of the mileage for your return trip, as mileage often differs slightly in either direction. Effective January 1, 2021, the mileage reimbursement rate is .56 cents per mile.

3. Commercial Train/Bus: Include ticket stub or detailed receipt showing fare and credit card statement (if paid with card).

4. Commercial Air: Provide airline confirmation/receipt and itinerary showing times of departure/return. Attach boarding pass and original credit card receipt (if paid with card).  
Note: The flight ticket number is required for the expense report. Please be sure this is clearly indicated in the materials that you submit (it is usually located either on the boarding pass or on the airfare receipt).
i. Documentation for Accommodation/Lodging: Include original hotel/motel bill specifying rate, date(s) of stay, and evidence of payment. Provide credit card statement providing proof of payment (if paid with card).
Note: The University will reimburse lodging for trips of more than 100 miles one-way. For travel within the 100-mile proximity in New Jersey, New York, and Pennsylvania locations, please submit a written justification explaining the need for overnight lodging (e.g., multiple-day conferences where commuting is inappropriate, particularly early start or late times, or multiple-day field assignments) to be submitted for approval by Robert Allison, Senior Director, Finance and Administration at the GSE.  
k. Documentation of GSE/University Approval of Travel: Include approved Form A or B Domestic Travel Authorization or approved Form C International Travel Authorization, which can be found here.

l. Documentation for Meals (Per Diem): As of September 2018, submitting receipts for meals is no longer an option. Reimbursement for meals must be requested by submitting a per diem calculator. 

1. Use the university rate table, found here, and submit the per diem calculator spreadsheet (contact Colleen McDermott [colleen.mcdermott@gse.rutgers.edu] for current file). No receipts are required. 

2. Please note that the per diem rate must be prorated for the date of departure and date of return at 75% of the per diem rate.  

3. In addition, please only include the dates for which you are requesting per diem reimbursement. If there are any other columns that pre-populated when you entered the per diem rate, please clear these columns.
7. Depending on the funding source, a delegate from the Dean’s office or Colleen McDermott submits an expense report on your behalf. You should be notified via email once the report has been approved by the GSE Office of Administration and Personnel (OAP). Following OAP approval, you will receive an email notification once the money has been deposited into your account. 
NOTE: The following web link is a useful resource: https://procurementservices.rutgers.edu/travel/reporting-travel-expenses
You can also consult the Rutgers University Travel and Business Expense Policy 40.4.1 (revised in July 2018) and, more specifically, the Travel Management section of the University Procurement Services Procedures Manual. The University Policy document is located at the web link provided above as well as on the Ph.D. in Education Portal on Sakai. The Travel Management document can be accessed via web link provided in the University Policy document. It is also available on the Ph.D. in Education Portal on Sakai. 
Students (non-employees) - Fund Sources: just Dean's Support, just faculty grant
APPROVAL FOR TRAVEL: Before making any travel arrangements, your trip must be approved by the GSE and the University. Please follow the process outlined in the Travel Approval Process document dated 9/17/2021. You can also refer to the Travel Approval Process Flowchart document dated 9/11/2021. 
NOTE: If you would like to use Dean’s Support as a funding source, you must apply for that funding BEFORE you attend the conference (please contact dean@gse.rutgers.edu for information/application). Dean’s Support should only be used as a final option after G-SAC funding and faculty grant funding are used. 

In all instances (including funding provided by just Dean’s Support or just a faculty grant), all materials (TABER, relevant documentation) MUST be submitted electronically via email to the Dean’s office (dean@gse.rutgers.edu) or to Colleen McDermott (colleen.mcdermott@gse.rutgers.edu) no more than 30 days after the conference. If materials are incomplete or submitted late, you will not be reimbursed.

1. Complete a TABER cover sheet and submit the cover sheet and all relevant backup materials via email to the Dean’s office (dean@gse.rutgers.edu) for reimbursements by Dean’s Support funding only, or to Colleen McDermott (colleen.mcdermott@gse.rutgers.edu) for reimbursements by faculty grant funding only. You must submit one PDF for the cover sheet and one PDF per expense item. Each file must be named as follows in order to easily identify the content of the file: LastName_Type of Expense/Documentation. If files are not named in this way, you will be asked to rename and re-send. 

2. Documentation includes receipts and/or credit/debit card statements for travel mode(s) and/or accommodation; receipts and/or credit/debit card statements for professional membership and/or conference registration; a description of the conference; proof of attendance/presentation; confirmation of Dean’s Conference Support (or other financial support if applicable); and documentation of GSE/University approval of travel.
a. Agenda at a Glance: Please include a copy of the basic conference schedule. This schedule need not (and ideally should not) contain information about particular sessions, but it should make clear the duration of the conference as well as any meals that are provided by the conference organizers.
b. Receipts: Original receipts should be scanned (one pdf for each expense item) and included in your expense report. Receipts should show both the total amount paid and the method of payment (e.g., cash or credit card). If you used cash, the original receipt is sufficient. If you used a credit/debit card, please read below for further instructions. 

c. Credit/Debit Card Statements: If you used a credit/debit card for an expense, the receipt should show your name and the last four digits of the account number. If the original receipt does not show all of this information, then you must submit your credit card statement as proof of payment, in addition to the original receipt. The last four digits of the account number on the statement must match the last four digits that appear on the original receipt. Further, your name must appear on the statement in order to prove that the account used for the purchase is in your name.  All other information (e.g., other purchases, your address, etc.) can be blacked out. 

Note: If the card does not belong to you (e.g., you used a parent’s or spouse’s card or split a room with a friend who paid in full) you must also include a brief note from the cardholder stating that he/she grants Rutgers permission to reimburse you for the charges made to his/her card. 

d. Conference Description: Include a brief, 3-5 sentence narrative describing the conference outlining its goals, the sponsoring body, and its location. You can use the official description/theme from the website or program if available.

e. Proof of Attendance/Presentation: Include in your expense report a scan of your conference ID badge and/or your boarding passes as well as a copy of the program showing your name and/or detailing your presentation session (if applicable).
f. Reason for Attendance: You must include a detailed reason for your attendance at this conference, regardless of whether or not you presented or attended, in a separate file named LastName_Reason for Attendance. Even if you include this in your TABER in the box labeled, “Please Explain the Reason or Purpose of Business Reimbursement,” please also include it in a separate document.
g. Documentation of Conference Registration/Organization Membership: You must provide an email confirmation regarding your conference registration and proof of payment (i.e., a receipt and/or a credit card statement). In some instances, conference attendees must purchase membership in the organization in order to register for the conference. Reimbursement for this membership may be requested as well, with the same documentation required as that required for conference registration. 

Note: For the Fall 2020 semester at the very least, you can submit for reimbursement any professional membership expenses, even without conference registration, using the process described above. 
h. Documentation of Travel:

1. Car Rental: Provide the rental contract, signed original receipt, and credit card statement (if paid with card). Rental is limited to intermediate-sized vehicles.

2. Mileage: Include a map route (e.g., using Google maps, Mapquest) to indicate the mileage for your trip. There should be one pdf for the mileage for your trip to the conference and one pdf of the mileage for your return trip, as mileage often differs slightly in either direction. Effective January 1, 2021, the mileage reimbursement rate is .56 cents per mile.

3. Commercial Train/Bus: Include ticket stub or detailed receipt showing fare and credit card statement (if paid with card).

4. Commercial Air: Provide airline confirmation/receipt and itinerary showing times of departure/return. Attach boarding pass and original credit card receipt (if paid with card). 
Note: The flight ticket number is required for the expense report. Please be sure this is clearly indicated in the materials that you submit (it is usually located either on the boarding pass or on the airfare receipt).
i. Documentation for Accommodation/Lodging: Include original hotel/motel bill specifying rate, date(s) of stay, and evidence of payment. Provide credit card statement providing proof of payment (if paid with card).
Note: The University will reimburse lodging for trips of more than 100 miles one-way. For travel within the 100-mile proximity in New Jersey, New York, and Pennsylvania locations, please submit a written justification explaining the need for overnight lodging (e.g., multiple-day conferences where commuting is inappropriate, particularly early start or late times, or multiple-day field assignments) to be submitted for approval by Robert Allison, Senior Director, Finance and Administration at the GSE. 
k. Documentation of GSE/University Approval of Travel: Include approved Form A or B Domestic Travel Authorization or approved Form C International Travel Authorization, which can be found here.

l. Documentation for Meals (Per Diem): As of September 2018, submitting receipts for meals is no longer an option. Reimbursement for meals must be requested by submitting a per diem calculator. 
1. Use the university rate table, found here, and submit the per diem calculator spreadsheet (contact Colleen McDermott [colleen.mcdermott@gse.rutgers.edu] for current file).  No receipts are required. 
2. Please note that the per diem rate must be prorated for the date of departure and date of return at 75% of the per diem rate.  
3. In addition, please only include the dates for which you are requesting per diem reimbursement. If there are any other columns that pre-populated when you entered the per diem rate, please clear these columns. 
3. Depending on the funding source, a delegate from the Dean’s office or Colleen McDermott submits a Non-PO Upload Request on your behalf (the Dean’s office delegate or Colleen McDermott will contact you for information needed to make this request). Following approval of the Non-PO Upload Request, you will receive a check by mail (likely within 45 days) to the address you designate. 

NOTE: The following web link is a useful resource: https://procurementservices.rutgers.edu/travel/reporting-travel-expenses
You can also consult the Rutgers University Travel and Business Expense Policy 40.4.1 (revised in July 2018) and, more specifically, the Travel Management section of the University Procurement Services Procedures Manual. The University Policy document is located at the web link provided above as well as on the Ph.D. in Education Portal on Sakai. The Travel Management document can be accessed via web link provided in the University Policy document. It is also available on the Ph.D. in Education Portal on Sakai. 
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