Marshall University Administrative Travel Procedures Highlights**


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.  

A contracted travel agency must be used when planning all travel.  

Third Party Vendors such as Priceline, Expedia, Orbitz, BookIt.com, etc… will not be approved for travel or Purchase Card.

Airfare

Airline tickets must be purchased from National Travel   

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

Vehicle Rental

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.)

State vehicles – Contact Marshall University Public Safety http://www.marshall.edu/wpmu/parking/motor-pool-reservations/

Contracted Vendors – Rentals
· Enterprise
· Hertz

The purchase card is the only acceptable method of payment when renting a vehicle

Meal Reimbursement

Overnight stay is required for meal reimbursement
Meal Per Diem rates – www.gsa.gov


Travel Settlements must be submitted to the University Accounting Office within thirty (30) days after completion of the travel


**Please visit http://www.marshall.edu/accounting/travweb.html for the detailed BOG Travel Policy and Travel Procedures
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