Helpful Hints for Travelers
 
Travel Authorization Forms

· Submit to Accounts Payable (with appropriate signatures) prior to travel. 
· Select PMT Code for each expense listed (Direct Bill, P-Card, PE/UNB, Advance, Team Card) 
· Include all dates of travel, including personal days

Travel Settlement Forms

· Include all dates of travel, including personal days (personal expenses will not be reimbursed)

· Include expenses paid on Pcard (include copies of receipts with shell numbers listed)

· Double-check all entries (dates, mileage, etc.) to be sure they are correct before submitting settlement

· List traveler’s home address (traveler must be set up as vendor with correct address listed – for vendor registration questions, contact Kim Fry at 62237)

· List encumbrance number on settlement – only one encumbrance number per settlement

· Acquire appropriate signatures – “Mary Smith on behalf of John Doe” or “for John Doe” are not acceptable

· List all sources of payment (MURC, MU Foundation, private source, etc.) - provide information and dollar amounts in the Less Direct Billed Expenses Box on the settlement. Also, provide a copy of the documentation.

· All expenses for international travel must be listed in US Dollars – please include currency conversion sheets (Rates can be obtained at www.oanda.com)
Non-reimbursable Expenses
· Alcoholic Beverages

· Miscellaneous Expenses (books, tapes, printing fees, copy charges, etc.) cannot be reimbursed on travel settlement – submit these expenses on Employee Reimbursement Form

· Membership Dues
· Baggage Storage

· Car Wash

· Medicine

· Laundry

· Maid Service Gratuity

· Interest on Personal Credit Cards
Travel by Air
· Airline tickets must be purchased from National Travel who currently has the State of WV contract for travel.  If you find a flight that is less expensive from another vendor, please contact us at travel@marshall.edu for further instructions.  If you do not contact us, there may be issues in finalizing your trip arrangements and settlement.  (Example:  if you purchase off contract, you are liable for any additional cost.)
· Do not request reimbursement for Travel Protection airfare insurance – it is non-reimbursable  

Travel by Rental Vehicle

· Submit original itemized receipts are required, including receipts for purchase of gasoline.  Faxed receipts must be certified original (by the traveler)
· Do not request reimbursement for car rental insurance PAI (Personal Accidental Insurance), SLP (Supplemental Liability Insurance) and Travel Protection – they are non-reimbursable
· Include airfare comparisons when renting commercial vehicles for out-of-state travel 
Travel by Personal Vehicle

· Do not claim mileage and request gasoline reimbursement 

Meals

· Reduce the daily rate by the appropriate amount when meals are provided or included in registration.   Breakdown as follows:
· Breakfast 20%

· Lunch 20%

· Dinner 60%

· First / Last day of travel 75% of daily rate

· Include itemized meal receipts for student and/or guardian travel
Lodging

· Provide single occupancy rate (in writing from the hotel) if traveler stayed in a double occupancy room
Do not use Pcard for the following:

· Travel-related expenses for non-employees (Guest Speakers and/or Consultants) 
· Meals or Alcoholic Beverages
· Lodging Amenities, such as in-room movies, room service, spa services, etc.  (Internet access is an allowable expense.)
· Travel Protection Airfare insurance

· Car rental insurance PAI (Personal Accidental Insurance), SLP (Supplemental Liability Insurance),  CDW (Collision Damage Insurance), and LDW (Liability Damage Waiver)
International Travel

· Acquire approval by the traveler’s vice president
