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Procedures for the Faculty Professional Travel Expenses 
 1.  
Complete an Application for Faculty Travel Funds. 

The form is available on John S. Kendall Center for Engaged Learning website. 
2.     
Email or send your completed application to the Kendall Center.  A copy will be emailed to you and your department Administrative Assistant indicating the amount of funding available to you.  

3.    
When you return from your trip, complete a Travel Expense Report Form. This form is available on the Kendall Center website.  Only itemized receipts will be reimbursed, credit card slips won’t be recognized.

4.    
If you used your Wells Fargo Card for all or part of travel expenses, indicate those charges on the Expense Report in the “Wells Fargo Charge” column and/or “Expenses Paid by Traveler” columns.  

Wells Fargo Receipts - Original receipts charged using your Gustavus Wells Fargo card should be given to your department administrative assistant. They will need these to reconcile the account at the end of the month.  Your department administrative assistant will create an Interdepartmental Funds Transfer so that your expenses are ultimately paid from the Faculty Travel budget.

The department administrative assistant will send the Travel Expense Report Form, copies of all itemized receipts, and the Interdepartmental Funds Transfer to the Kendall Center.

Paid by Traveler Receipts - For those expenses that could not be paid using your Wells Fargo card, enter these in the Expense Report column labeled “Expenses Paid by Travel.” 

Your department administrative assistant will submit the expense report form and all original itemized receipts directly to the Kendall Center. The Kendall Center will review your expenses and create and submit a Request for Payment form to the Finance Office and you will be reimbursed for these expenses (as long as they are within the budget allotted to you). 

If you have charged more expenses on your Wells Fargo card than you have been approved for, you will need to write a personal check for those expenses made payable to Gustavus.   Please remember that the College cannot reimburse you for undocumented expenses. 
