Example - PERSONAL TRAVEL IN CONJUNCTION WITH BUSINESS TRAVEL


Trip Dates 12/01/2011 to 12/7/2011 (personal travel 12/05 – 12/07)

1.  Complete the Travel Authorization Form

2.  Transportation

· Flying - Comparison from contracted vendor required 
Dates 12/01/2011 to 12/04/2011 (Business Dates) $500

Dates 12/01/2011 to 12/07/2011 (Travel Dates) $700



Note:  The difference in cost between the business travel and personal travel is $200; this amount 

will be absorbed by the traveler.  If the airline ticket is paid using the Purchase Card, only the 


business portion of the trip can be paid by P-Card.

***Failure to obtain a comparison prior to the trip will cause differences in allowable reimbursable amount.

· Driving (airfare comparison required as listed above)

i. State Vehicle - To reserve a vehicle email olynn@marshall.edu (If one is not available, please request this in writing from Office of Parking & Transportation and attach it to settlement.)     
ii. Commercial Rental Vehicle (when State Vehicle is unavailable) 



Note:  You must use the Purchase Card when renting a vehicle (insurance is included in the rates)

1. Contracted Vendors

a. Enterprise 
ID # NA687MU

b. Hertz

ID # 68278

Note:  If a traveler chooses to drive rather than fly while on business, reimbursement will be based on actual in-transit expenses (mileage, hotels, parking, meals, etc.), not to exceed the lowest available commercial airfare plus local transportation, and parking (where required) to and from the airport.  

Example cost:  

Rental plus in-transit expenses 

$600

Airfare comparison 
 

$500




Note:  The difference in the cost between Flying vs. Driving is $100 this amount will be absorbed by 


the traveler.


***Note:  If you choose to drive your personal vehicle, the maximum allowance to be reimbursed is $75 per day 

3. Accommodations

· Reimbursement is based on single occupancy rate

Example Rate:

Single room rate 
$100 @ 6 nights (Business travel 3 nights $300 / Personal 3 nights $300)


Note:  The total reimbursable amount is $300
Double Room rate
$125 



Note:  The total reimbursable amount will be based on single room rate

(See Example of Travel Settlement on back sheet)
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