
SKIDMORE  COLLEGE 
TRAVEL  AND ENTERTAINMENT  POLICIES  

 
 

PURPOSE 
 
These policies are intended as a guide to reimburse individuals for College-related travel and entertainment 
expenses. The responsibility to observe the guidelines rests both with the traveler and the supervisor or cost 
center owner of the account charged who certifies conformance to these guidelines by approving the 
expenditure(s) within Oracle Cloud. This policy applies to anyone who



I. SKIDMORE  COLLEGE TRAVEL  POLICY  
 
MODES OF TRAVEL  

 
The most cost effective mode of travel should be used based on itinerary 

 
· Air  Travel 

 
· Appropriate for travel beyond a 200-mile radius from campus 
· Please use the most cost effective airline. Coach travel only (otherwise individual covers 
incremental cost) 
· Personal excess baggage charges, flight insurance, etc. are not reimbursed 
· The College is not responsible for costs associated with lost luggage (in extenuating 
circumstances, please discuss with your Supervisor or Chair) 

· Credit card bill is mandatory for airline ticket reimbursement prior to trip 
 

· Personal Automobile 
 

When employees use their own vehicle on authorized College business, it is their personal 
insurance policy that is primary coverage for liability and physical damage coverage. It is 
important that the individual have adequate coverage, as Skidmore's insurance provides non- 
ownership liability for exposure to the College only (this means the insurance covers only the 
College in the event of a lawsuit). 

 
· Appropriate for travel within a 200-mile radius of campus 
· Reimbursed at standard mileage rate for business purposes (see link below): 

The standard mileage rate is adjusted annually based on IRS guidelines: 
https://www.irs.gov/newsroom/irs-issues-standard-mileage-rates-for-2023-business-use-
increases-3-cents-per-mile 

· Maximum reimbursement for mileage is 400 miles round trip 
· Tolls and parking fees reimbursed at actual cost 
· Gas, oil, repairs, maintenance, fines, etc. are not reimbursed 
· The College will reimburse personal insurance deductible for damages sustained 
while on business when employee is not at fault (police report required) 



 

· 



Note: if  the cost exceeds the above guidelines - Director or Chair must approve 

· Reimbursable incidentals include such things as tips, brief phone calls home, and laundry 
· Personal hygiene items, medicines, etc. are not reimbursed 
· Personal entertainment (movies, games, etc.) are not reimbursed 
· Childcare is not reimbursed 

In an effort to promote a healthy lifestyle, we will reimburse health club fees if  the hotel that you are 
staying at does not have a fitness room for use free of charge. 

 
OTHER ITEMS 

· Advances 
 

· Advances must be approved by your supervisor (or in the case of faculty the cost center 
owner of the account charged) 
· $25 dollar minimum; over $1,000 must be pre-approved by Vice President or Dean 
· Request made through Oracle Cloud 
· Previous advances must be cleared before new advance is issued. 

 
· Reporting and Approval  of Expenditures 

· Requests for reimbursement must be made through Oracle Cloud generally within thirty days 
upon returning from trip but no longer than 60 days 
· Receipts for all items $25 or over must be attached; receipts for all expenditures 
are encouraged 

· An Expense Report submitted through Oracle Cloud must be approved by your supervisor 
(or in the case of faculty the cost center owner of the account charged) 

 
· Exceptions to the Policy 

· Exceptions must be recommended by the appropriate Dean or Vice 
President (in such cases, please submit written explanation with Travel Expense 
Report), but final disbursement authority rests with the Office of Financial Services 

 
 
 
 
*High Cost Areas: New York City, Boston, Newark, Philadelphia, Washington, D.C., Atlanta, Miami, 
Chicago, Dallas-Ft. Worth, Los Angeles, San Francisco, Seattle. This list is not all inclusive. Other cities 
may qualify as well. 



II.  SKIDMORE  COLLEGE POLICY  ON ENTERTAINMENT  &  SPECIAL GESTURES 

 
GENERAL  PURPOSE 

 
· Reasonable expenses when interacting with external constituencies are reimbursed (trustees, 
donors, alumni, parents, vendors, job candidates, professional guests, etc.) 

· Interactions among faculty/staff/students are not generally reimbursed 
 
ENTERTAINMENT  

 
· Meals 

 
Expenses for local dining involving non-College personnel are reimbursable when the purpose of 
the meeting is to conduct College business and when it is necessary or desirable to have the 
meeting in conjunction with, or during a meal. This includes our guests such as speakers, visiting 
artist, writers etc. Reimbursement up to $50 per person. Please use the Downtown discount 
business cards whenever possible. 

 
Note: if  the cost exceeds the above guidelines - Director or Chair must approve 

 
Entertainment expenses should be reasonable in relation to the nature of the function and the 
resulting business benefit expected to be derived from the expenditure. A list of names must be 
indicated on the expense report along with the purpose of the entertainment. Some examples of 
this type of entertainment would be for alumni functions and entertaining donors or prospective 
donors. 

 
· Generally no more than 2 or 3 faculty/staff should dine off-campus with each guest 
· Spouse/partner may be the-10 (h)]TJ
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