
CITP Reimbursement Policies for Guest Travel 
  
Airfare/Amtrak 
 
Please book your economy airfare at least 14 days in advance to be in compliance with 
Princeton’s pricing policies. If you would prefer, contact Jean Butcher, 
butcher@princeton.edu, and she can book your airfare for you, as Princeton sometimes 
gets discounted rates on flights.   
 
If traveling by Amtrak, we will reimburse economy fare travel only. If you would like to 
upgrade to business class, you will need to cover that expense yourself. 
 
NJ Transit/Car/Cab Service 
 
If you are going to/from the Trenton train station to/from Princeton Junction, please take a 
NJ Transit train to Princeton Junction, and then a cab to/from campus. If you take an Uber 
car instead of a cab, please make sure the cost will be the same as a cab fare, as sometimes 
Uber charges more. We will only reimburse up to about $22.  Please keep your receipts. 
 
If you are arriving/departing from the Newark Airport, you will need to take an AirTrain 
(cost about $5.50) to the Newark International Airport NJ Transit Train Station and buy a 
ticket to Princeton Junction (cost about $16.50). The cost of a cab to get to/from campus 
from Princeton Junction is about $22. NJ transit trains run from approximately 4 a.m. to 1 
a.m.   
 
Please make a note of your gate if you are traveling from Princeton Junction back to the 
Newark airport. You will need to get on the AirTrain from there, and it stops at all the gates.  
 
Please see the links below for both NJ Transit and AirTrain: 
 

http://www.njtransit.com/sf/sf_servlet.srv?hdnPageAction=TrainTo 
http://www.panynj.gov/airports/ewr-cost-tickets.html 

 
If a car service has been preapproved, it will need to be booked by our center. Princeton 
has special discount pricing with approved car service vendors (A-1, Kings, etc.).  If you 
choose to book your own car service, we can reimburse you up to the amount of our 
discounted rate. 
 
CITP does not reimburse for car rentals. 
 
Hotel 
 
The Nassau Inn is within walking distance to campus and is usually the hotel we use for 
guests. Princeton has discounted rates with the Nassau Inn, so if you are a lunch or 4:30 pm 
speaker and would like to stay at this hotel, please contact Jean Butcher 

http://www.njtransit.com/sf/sf_servlet.srv?hdnPageAction=TrainTo
http://www.panynj.gov/airports/ewr-cost-tickets.html


butcher@princeton.edu and she will arrange a room reservation for you at the discounted 
rate.  
 
If you choose to arrange your own hotel, Princeton will reimburse the amount that we 
would have paid had we arranged the reservation. 
 
If you are a panelist for one of our conferences, please follow the directions provided on 
the conference logistics website.   
 
Meals – Receipts are required 
 
We cannot reimburse for any meals that are provided by us or included in the hotel 
reservation, even if you choose not to use them. For any other meals, please save your 
detailed receipts*, and we will reimburse you for the exact cost of your meal, as long as it is 
equal to or lower than the GSA rates for the city you are in. We will not be able to 
reimburse amounts over the GSA rate guidelines, which for Princeton are:  $11 for 
breakfast, $16 for lunch, and $31 for dinner. GSA rates for other cities will be used if you 
are claiming expenses for meals in your home city, but again detailed receipts are 
required. Alcohol charges cannot be reimbursed.  
 
* Detailed receipts are required for meals.  Even though we use the GSA rates as guidelines for 
“reasonable” costs, Princeton policy on longer allows per diem to be paid for meals.  
 
Contact: 
 
If you have any questions or concerns regarding planning your travel, please contact Jean 
Butcher, butcher@princeton.edu.  
 
If you have questions or concerns about reimbursement, please contact Laura Cummings-
Abdo, lcumming@princeton.edu.   
 
 
 

Procedure to request reimbursement: 
 
To request reimbursement, please provide Laura Cummings-Abdo, 
lcumming@princeton.edu, with an address where you want the check sent, a list of your 
expenses, including vendors and costs, and all receipts. Scanned copies are fine.  Due to IRS 
rules, all requests must be made within 30 days or Princeton will consider it taxable 
income.  
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