
Reimbursement Guide for Hunter Travel Awards 

Planning for Travel 
 
When planning for travel, in the lower 48 states, please use the US General Service Administration per 
diem rates for lodging and meals & incidentals at Per Diem Rates | GSA.  If the destination is Alaska, 
Hawaii, or a US territory please use the Department of Defense per diem rates at Per Diem Rate Lookup 
| Defense Travel Management Office (dod.mil).  
 
IMPORTANT NOTE: You are encouraged to follow the guidelines of the Fly America Act and arrange 
international flights using domestic airlines, even when it is more expensive or less convenient to do so.  
An exception is made for foreign carriers that take part in the US Open Skies Agreement.  Currently 
these include the 28 EU countries, Australia, Switzerland, and Japan.  For more information, please see 
Fly America Act | GSA. 
 
Reimbursement Checklist 

Hunter Travel Awards are paid for by the PSC CUNY Travel Fund.  To be reimbursed, please provide the 
following: 

Item  
CUNYFirst Travel and Expenses form (see page 3).  

• This form requires your "PayServ ID" number, which begins with the letter N and 
can be found on your Paystub.   

• This form must be typed and signed with a "Confidentiality Agreement Code" 
instead of your signature by following the steps below.   

 

 

Hunter College Travel Authorization Request form (see page 7).  
State of NY Employee Report of Travel Expenses and Claim for payment form.  Please save 
this form with a password for security purposes since you're Social Security number is 
required for this form.  You can email the password in a separate email (see page 8).   

 

W-9 Form – Required for web invoicing.  Please submit this form even if you submitted one 
when you were hired (see page 9). 

 

A copy of your invitation letter, program, or conference badge.  
Your itemized receipts including boarding passes for travel by air or rail. 

• Purchases of alcoholic beverages will not be reimbursed.  
 

https://www.gsa.gov/travel/plan-book/per-diem-rates?topnav=travel
https://www.travel.dod.mil/Travel-Transportation-Rates/Per-Diem/Per-Diem-Rate-Lookup/
https://www.travel.dod.mil/Travel-Transportation-Rates/Per-Diem/Per-Diem-Rate-Lookup/
https://www.gsa.gov/policy-regulations/policy/travel-management-policy-overview/fly-america-act


• Hotel receipts must be the official hotel folio receipt, an email confirmation will not 
be accepted. 

A copy of your credit card statements with your name and the date/costs of your relevant 
purchases visible and your other purchases blacked out. 

 

 











Hunter College  
Employee Travel Authorization Request 

 
 
Please type or print the following information and submit for approval prior to your travel.   The completed 
form is to be submitted with your travel reimbursement voucher. 
 
Requestor’s Name: _______________________________ Title: _________________________________________ 
 
Department: ____________________________________ Business Telephone Number: _____________________ 
 
Destination: ________________________________________________________________________________________ 
 
Purpose of Travel: ___________________________________________________________________________________  
 
__________________________________________________________________________________________________               
(Attach copy of conference or seminar brochure) 
 
Departure Date: ______________________________ Return Date: _________________________________________  
 
 
Estimated Cost of Travel 
 
Transportation Expenses:              $_____________ 
 (Air/Train Fare or Estimated Mileage Cost and Tolls) 
Lodging Expense*:      ______ days @ $______ per day = $_____________ 
 (Include occupancy tax outside of NYS – 20% estimate)  
Meal Expenses:       ______ days @ $______ per day = $_____________ 
 (Receipted or Per Diem) 
Miscellaneous Expenses:              $____________ 
 (Taxi expenses to and from common carrier, 
 Conference Registration Fees, etc.) 
 
Total Estimated Cost of Travel:             $______________ 
 
*Lodging reimbursement above the GSA per diem requires prior approval by the Accounts Payable Office. 
 
I understand that travel expenditures paid by the college and/or reimbursed to me are governed by the 
rules and regulations of the New York State Comptroller’s Office and CUNY, and is limited by the amount 
that is allowed by the college (see below).    
 
________________________________  ____________________ 
Signature of Applicant    Date 
 
 
                       
Total travel expenditures allowance: � Full or � Partial $_____________ 
 
Approved by: 
 
 
________________________________             _________________________________           ____________________ 
Signature of Dean, Chair Person   Typed or Printed Name of Dean,   Date 
or Department Head    Chair Person or Department Head 
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