

Marshall University Administrative Travel Procedures
Effective July 1, 2011


Types of Travel

· Individual
· Student or Student Group
· Team 
· Candidate
· International



**Travel for guest speakers and consultants should be included in their fee and paid on an invoice with a BOG48 Agreement.



Planning a trip

When traveling on behalf of Marshall University, all expenses - regardless of payment method - must be noted and supported by an itemized receipt.

A contracted travel agency must be used when planning all travel.  A printed comparison from a contracted agency is required if great cost savings can be realized by using another means of securing travel plans.  Note:  Third Party Vendors such as Priceline, Expedia, Orbitz, BookIt.com, etc… will not be approved for travel or Purchase Card.

Approval to travel must be secured in advance by the employee.  The “Travel Authorization/Direct Billing Request Form” found at http://www.marshall.edu/accounting/uwforms.html must be completed for all international and out-of-state travel expenses as well as any expenses that are to be direct billed to the University by way of invoice or charged to the Purchase Card.  The completed form is to be forwarded to the University Accounting Office upon approval prior to travel.













Reservations

**Please do not make “package” reservations (reservations which include airfare, lodging, etc. for one package price).

Airfare 

Airline tickets must be purchased from National Travel who currently has the State of WV contract for travel.  

Reservations can be made by visiting http://booking.travelserver.net/booking_air_price.aspx 
Or calling 1-800-262-4054

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.)
	Online comparison of fares between contracted agency and any other Internet system. 	(Comparison dates must be as of the same date.)
		Select the lowest fare
	Screen print to document the comparison and attach to expense account settlement
	Obtain an original itinerary from the vendor or Internet site

Travel Protection airfare insurance is non-reimbursable.

Airfare is the only travel-related expense that can be reimbursed in advance.  


Vehicle Rental

Privately-owned vehicles may be used for state travel with approval or when University owned or leased vehicles are unavailable.  A privately-owned vehicle should not be used when reimbursement cost is expected to exceed $75.00 per day or mileage reimbursement is expected to cost more than the cost of commercial travel (air, rental car, etc.).  Reimbursement will be made at the prevailing rate per mile established by the institution, excluding normal daily commuting mileage, for actual miles traveled using the shortest practicable route to the point of arrival at the traveler’s destination.  This rate is intended to cover all operating cost of the vehicle (including fuel, maintenance, depreciation, insurance, etc.) and no additional reimbursement will be made.

Only the state employee renting the vehicle is permitted to operate the vehicle unless another state employee registers to operate the vehicle with the rental company.

The purchase card is the only acceptable method of payment when renting a vehicle without prior approval.  Reimbursement for rentals made outside the statewide car rental contract requires written authorization from the Purchase Card and Travel Coordinator or designee.  Reimbursement will be made at actual cost for the daily rental fee for a mid-size, standard, or smaller vehicle, plus mileage fees or fuel cost.  For travel of more than a few days in duration, weekly rental rates may be reimbursed if they will result in a lower total cost than the daily rate.  Reimbursement may be made for full-size vehicles if more than three (3) people are traveling together on business and for larger vehicles if a group of five (5) or more is traveling together.

Collision Damage Insurance (CDW) is provided at no cost for rentals up to 31 days when paying with the Purchase Card.

Do not request reimbursement for car rental insurance PAI (Personal Accidental Insurance), CDW (Collision Damage Waiver), LDW (Loss Damage Waiver) and SLP (Supplemental Liability Insurance) – they are non-reimbursable. 

Include airfare comparisons when renting commercial vehicles for out-of-state travel. 


Hotel

Only single room rate is allowable.  If you share a room with another University employee, be sure to state it on your Travel Settlement Form.  Both forms should be submitted together noting they shared expenses.

For in-state lodging, you should reserve the lodging with purchase card so no taxes are paid.

Remind vendor that the reservation is for a state employee.



Registration Fees

Your reimbursement is the actual expense.

You can be reimbursed for the following fees or charges:  conferences, meetings, seminars, and workshops.

You must obtain an original itemized receipt to be reimbursed or to reconcile your purchase card statement.

You cannot receive an allowance for any lodging or food that is included in the registration fee.

You cannot be reimbursed any cancellation charges if you fail to notify the event sponsor in a timely fashion.

**Event related materials (such as printing, shipping, books, DVDs, posters, etc. should be submitted on Employee Reimbursement Form.











International Travel

All expenses for international travel must be in US dollars.

International travel must be approved by the employee’s vice president.

Conversion rates are required for all receipts.

A Travel Authorization Form is required for all international travel, regardless of payment source.

After the trip

1) Prepare Travel Settlement Form found at http://www.marshall.edu/accounting/uwforms.html referencing encumbrance number for any expenses to be reimbursed to the traveler/guardian. 
2) Attach all required receipts to settlement form (copy of receipts for all MU Purchase Card transactions, original receipts for all other transactions). 
3) Obtain necessary signatures. 
4) Submit settlement form to University Accounting Office within thirty (30) days after completion of travel.
5) Submit Original receipts with shell number reference for all MU Purchase Card transactions to the University Accounting Office in accordance with current Purchase Card Policies and Procedures.
6) Initialed signatures are not allowed

Reminder:  Third Party Vendors will not be approved for travel reimbursement or Purchase Card.




Calculation of Meal Reimbursement

Include itemized meal receipts for student and/or guardian travel

Meals www.gsa.gov
· First/Last Day of travel 75%
· Breakfast 20%
· Lunch 20%
· Dinner 60%

		EXAMPLE

	[bookmark: RANGE!A1:E13]
	
	Standard Rate

	
	
	$46.00

	First / Last Day of travel
	75%
	$34.50

	Breakfast 
	20% of 75%
	$6.90

	Lunch 
	20% of 75%
	$6.90

	Dinner
	60% of 75%
	$20.70

	
	
	$34.50

	
	
	

	Breakfast 
	20% of 100
	$9.20

	Lunch 
	20% of 100
	$9.20

	Dinner
	60% of 100
	$27.60

	
	
	$46.00



Note: Do not include meal reimbursement for single day travel (travel with no overnight stay)


Miscellaneous Expenses

Your allowable reimbursement for Other or Miscellaneous Expenses is the actual expense.

You are not required to obtain a receipt** for any amount under $75.00.

Examples of Reimbursable Other Expenses:
Baggage handling and gratuities for public transportation or conveniences.
Taxis, limousine, air porter services, airport/rail curbside check-in, bell person services, baggage fees, tolls, garage and parking fees (including gratuities).
Official Business Communication Expenses 
Local Calls (may include a surcharge).
Long Distance Calls (may include toll charges and surcharges).
Surcharges for long distance calls when the toll charges are direct billed.
Facsimiles, Cablegrams, or Telegrams (may include toll charges, surcharges, or delivery charges).


**Please note that receipts are required for these types of expenses if paid on purchase card.

Check List for Travelers:

Do the Travel Authorization and Travel Settlement Forms include….
	…Name
	…Home Address
	…Title
	…901#
	…Business / Personal Dates of travel 
	…Purpose of travel
	…All costs associated with travel regardless of payment method
	…Meals allowance www.gsa.gov
	…Encumbrance number only required for travel settlement
	…Funding information 

1. Submit a Travel Authorization Form with approval prior to travel.

2. Traveler is a registered Vendor in Banner (Note:  If vendor is not registered, ask vendor to complete a W-9 and submit to Kim Fry in 203 Old Main.) 

3. Make airfare reservations using our contracted vendor.  (Note: National Travel - our current contracted vendor - will match competitor prices)

4. Make rental car reservations using a contracted vendor (Currently these vendors are Enterprise and Hertz.) This must be paid by University P-Card. 
**If you choose to drive rather than fly, you will need to obtain a cost comparison from National Travel.  

5. Meals (Note – No Single day travel meal expenses allowed)
	Guardian Travel – Itemized Receipt, Names and 901# required
	Candidate Travel – If meals are provided, please indicate on Travel Settlement Form
	Individual Travel – If meals are provided please deduct from meal allowance
	    Breakfast 20%   -   Lunch 20%   -   Dinner 60%   -   First/Last day of travel 75%

6. Conversion Rate printouts are required for all International Travel – rates are required for each receipt

7. Itemized receipts required for expenses. No reimbursement will be given for receipts that are not itemized.

8. For mileage payments, a printout from MapQuest must be included with the settlement.
· Weekday travel – departure/return from the traveler’s work headquarters
· Weekend travel – departure/return from the traveler’s home address

9. Reminder: meals claimed on your settlement are for individual travel only.  Example: If you are taking a candidate to a meal and you are paying for the candidate in addition to yourself, please complete an Employee Reimbursement Request. 

10. Submit original itemized receipts are required, including receipts for purchase of gasoline.  Faxed receipts must be certified original (by the traveler)

11. Did you “complete” your encumbrance?

12. Only one round trip mileage to/from the airport is reimbursable.  Courtesy mileage is non-reimbursable (i.e., relative or friend drives you to the airport in their personal auto).
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 (for travel less than 7 days)
· Parking Tickets
· Maid Service Gratuity
· Interest on Personal Credit Cards
· Meals for Single Day Travel
· Auctions
· Museum Tours
· Daily/Nightly Cruises


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)



*These lists are not intended to be all inclusive.  For further information, please email us at travel@marshall.edu
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