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SUBJECT

ADMINISTRATIVE TRAVEL
POLICIES AND PROCEDURES MANUAL

SUB- TOPI C

ECONOWY AND EFFI Cl ENCY OF TRAVEL

The adnministrative officer of each departnent is responsible for seeing that travel is
conducted so as to achi eve maxi mum econony and efficiency within the guidelines set
forth in this section and for assuring duplicate travel vouchers are not submtted.
Shoul d an enpl oyee receive an overpaynent for travel expenses, he/she is to reinburse

the University for such overpaynment i mediately. (See B2-200.0.)

Enpl oyees who nmust remain at their duty point (i.e., Saturday night stay) in order to
qualify for low airfares nay be reinbursed for their additional neals, |odging, renta
cars, parking and ot her reinbursabl e expenses, so long as the savings incurred by the

| ower airfare exceeds the additional per diem expenses.




