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REQUEST FOR REIMBURSEMENT OF PRE- APPROVED  

CAPSTONE TRAVEL EXPENSES 

 
1. Ea c h Ca psto ne  te a m me mb e r who  ha s b e e n pre - a pprove d  fo r Ca psto ne -re la te d  

trave l c a n re q ue st re imb urse me nt fo r the ir p la ne  o r tra in fa re  b y fo llo wing  the  

instruc tio ns b e lo w.  Ple a se  no te  tha t yo u c a n o nly b e  re imb urse d  fo r trave l-re la te d  

e xpe nse s tha t have  a lre a dy b e e n pre - a pprove d . 

 

2. Ind ividua l te a m me mb e rs must c o mple te  and  sub mit this form  a lo ng  with the  

fo llo wing  info rma tio n: 

 All orig ina l re c e ipts a tta c he d  to  she e ts o f 8 ½ x 11 white  pa pe r using  c le a r ta pe  

o nly (no  sta p le s, p le a se ) 

 All boa rding  pa sse s a nd/ o r tra in tic ke t stubs a tta c he d  to  she e ts o f 8 ½ x 11 

white   pa pe r using  c le a r ta pe  o nly (no  sta ple s, p le a se ) 

 Proofs of pa yme nt (i.e . c re d it c a rd  sta te me nts, c a nc e lle d  c he c ks, o r sta mpe d  

c a sh re c e ipts) fo r a ll e xpe nse s. Fo r c re d it c a rd  purc ha se s, the  la st 4 d ig its o f the  

c re d it c a rd  use d  is suffic ie nt. 

 A c o py o f yo ur itine ra ry sho wing  flig ht lo c a tio ns a nd  da te s 

 Fo r a ll re imb urse me nts tha t pe rta in to  fore ig n c urre nc y, inc lude  a  printo ut fro m 

a  we b -b a se d  c urre nc y c o nve rsio n pro g ra m o r c o py o f ne wspa pe r with da te  o f 

pa pe r a nd  e xc ha ng e  ra te  ta b le , to  sub sta ntia te  the  ra te  of e xc ha ng e  use d  fo r 

the  c o nve rsio n fro m fo re ig n c urre nc y to  US do lla rs.  A we b -b a se d  c urre nc y 

c o nve rsio n pro g ra m yo u ma y use  is:  http :/ / fxc o nve rte r.c o m/  

 

3. Re turn this c o mple te d  fo rm a lo ng  with the  re q uire d  re c e ipts a nd  do c ume nta tio n 

to  Pa t Ea to n a t the  Offic e  o f Ca re e r Se rvic e s a t 295 La fa ye tte  Stre e t, 2nd Flo o r, Ne w 

Yo rk, NY  10012.  Ple a se  b e  sure  to  inc lude  va lid pro o fs o f pa yme nt a nd  trave l 

re c o rds (i.e ., o rig ina l b o a rd ing  pa sse s a nd  tic ke t stub s, c a nc e lle d  c he c ks, c re d it 

c a rd  sta te me nts, a nd  sta mpe d  c a sh re c e ipts). Any missing  do c ume nts o r re c e ipts 

will impe de  the  re imb urse me nt pro c e ss -- p le a se  c he c k to  e nsure  yo u ha ve  

inc lude d  a ll ne c e ssa ry info rma tio n. 

 

4. Onc e  yo ur re imb urse me nt re q ue st ha s b e e n pro c e sse d , yo u will ne e d  to  sig n a  

se pa ra te  fo rm a t the  Ca re e r Se rvic e s de sk. Orig ina l sig na ture  is stric tly re q uire d  fo r 

this b y NYU. Yo u will b e  no tifie d  b y e ma il whe n the  fo rm is re a dy fo r yo u to  sig n. It 

c a n the n ta ke  up  to  6-8 we e ks fo r NYU Ac c o unts Pa ya b le  to  issue  the  c he c k.  

 

5. If yo u ha ve  a ny q ue stio ns, p le a se  c o nta c t Pa t Ea to n a t pe 357@ nyu.e du. 
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CAPSTONE PRE-APPROVED TRAVEL REIMBURSEMENT FORM 

 

1.  Please print all information clearly: 
 
Name of Capstone student to be reimbursed: ____________________________________________ 
 
Home Address (where check will be mailed): _____________________________________________ 
 
___________________________________________________________________________________ 
 
Telephone: ___ ____________________ NYU email: __________________________________ 
 
NYU University ID #:   N   __ __ __ __ __ __ __ __ 
 
Capstone Team/Client: _______________________________________________________________ 
 
Capstone Professor(s): _______________________________________________________________ 
 
Names of all members of Capstone Team:       ____________________________________________ 
 
_____________________________________   ____________________________________________ 
 
_____________________________________   ____________________________________________ 
 
_____________________________________   ____________________________________________ 
 
 
Are you a U.S. citizen or permanent resident?   _____ Yes _____  No* 
 

* If “No,” you must also submit a copy of your passport  along with your original receipts.  

 
 
2.  Tape all original receipts and all original hard copy boarding passes or train ticket stubs to 

additional sheet(s) of white 8 1/2” x 11” paper (no staples, please). Also, you must include valid 
proofs of payment for travel reimbursement (i.e. credit card statements, cancelled checks, or 
stamped cash receipts) and your itinerary showing flight locations and dates. 

 
3. Submit both pages of this form (this page plus the Itemized Expenses page) along with receipts, 

boarding passes, proofs of payment, and itinerary as described above to: Pat Eaton, NYU 
Wagner OCS, 295 Lafayette Street, 2nd Floor, New York, NY  10012 
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ITEMIZED EXPENSES for pre-approved Capstone related travel 
 
  

Receipt Date Amount (US $) Cash/Charge Description 

1     

2     

3     

4     

5     

6     

7     

8     

9     

10     

Cell 
phone 

expenses 

    

Cell 
phone 

expenses 

    

  

 

Total Amount:         $__________________ 
 
Total amount of reimbursement (in words): 
 
______________________________________________________________________________ 
 
 
 
Note: Reimbursements will only be made for expenses pre-approved by OCS and not to exceed pre-
approved allowance. Cell phone expenses can be reimbursed up to $50 per person and are not 
counted as part of the pre-approved travel amount. 
 


