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ADMINISTRATIVE SUBJECT TRAVEL

POLICIES AND PROCEDURES MANUAL

SUB- TOPI C

REI MBURSEMENT/ NON- REI MBURSEMENT FOR OTHER TRAVEL EXPENSES

O her Travel Expenses

A. Dues and Registration Fees
1. Registration Fees - Reinbursenent for registration fees, or sinmilar expenses
i ncurred when attendi ng any type of organization or association neeting, wll
be made only if the associated nenbership is directly related to the duties
performed by the enpl oyee and the type of conference attended. Receipt show ng

who paid and the form of paynment nust be subnmitted

Meal s and | odging may not be clained in the registration fee except when the
nmeal s are included as a non-optional, incidental expense of the fee.

Entertai nment or other personal itenms may not be cl ai nmed.

A registration fee can be paid in advance by a state agency but only if the fee
is paid in the same fiscal year as the date of the conference. EXCEPTION: The
registration fee may be paid in advance and charged to the current year’s
appropriation if the request is made no earlier than six (6) weeks prior to the
date of the conference. Every effort should be made to attend “paid in
advance” conferences and with the approval of the supervisor one enpl oyee may

repl ace anot her enpl oyee at the conference.

An enpl oyee initiating a Travel Authorization form (see Exhibit Bl) should

i nclude the anbunt of the fee or dues in the total estimated cost of the trip.

If a registration fee nmust be paid in advance, the enployee should use the

foll owi ng procedures:

a. Must have approved travel authorization for period of neeting.

b. Submit a Purchase Voucher at |east one nmonth in advance with the foll ow ng
i nformation on voucher

1) Pl ace of nmeeting, along with the title of conference if there
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is one (no abbreviations), with justification statenment explaining

t he necessity of paying the fee in advance.

2) Dates of neeting.

3) Anpunt of registration fee and for whomit is being paid.
Usually there is a registration formto be filled out and sent
with the University check.

4) Include Vendor’s Tax | D# when using a state account.

C. Retai n backup material for all of the above and attach to the
voucher.

It is the responsibility of the enployee to obtain refunds in the event
the trip to the neeting is canceled. Reinbursement will not be all owed
unl ess the enpl oyee, or another enployee designated by the departnent
head, attends the neeting.

Member shi p Fees and Dues - Menberships in professional organizations mnust
be in the nane of the University and require witten approval fromthe
President or his designee prior to paynment. Rei nbursement for nenbership
fees and dues in professional organizations will be nade if there is a
direct relationship between the duties performed by the enpl oyee and the
organi zation. Receipts are required, with a justification statenent
expl ai ni ng the necessity of paying the nenbership fee.

B. O her Rei nbursable Travel Expenses
An enpl oyee may receive rei nbursenent for other travel expenses incurred in the
performance of official travel, which includes but is not linited to:

Phone calls for official business |ocal and | ong distance.

Money orders used for official business.

Gasoline for rental or state-owned vehicles.

Parki ng fees for personal vehicles, rental or state-owned vehicles.
Toll charges for rental or state-owned vehicles.

Repair parts and | abor plus towi ng charges to repair state vehicles.
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7. Copi es nade by the enpl oyee that are required by the agency for
i nfornmati onal or investigative purposes.

8. Frei ght charges to ship state equi prment or materials.

9. Admi ttance fees to functions while acconpanying clients of the state.

10. Foreign Travel : Passport or visa charges, airport board passes, departure
taxes in foreign countries and inocul ations.

11. Enpl oyees may be reinbursed in anbunt not to exceed $25 for energency
purchases of postage. All other purchases for postage nust be nmde
payable to the U S. Postmaster.

12. Notary fees for official docunents.

13. Charges to exchange U.S. currency and vice versa. The exchange rate used
for conversion of nonies nust be stated. Losses caused by exchange rate
fluctuations are not reinbursable.

14. Toll fees incurred on the use of a personally-owned or |eased vehicle for
t he conduct of state business.

Al of the “Cther Traveling Expenses” should be detail ed on page one of the

Travel Voucher.

C. Non- Rei mbur sabl e Travel Expenses

An enpl oyee will not receive reinbursement for the follow ng travel expenses:

1. Tips or gratuities of any kind.

2. Excess baggage charges for personal bel ongings.

3. Kennel expenses for pets.

4 Any ot her personal expense itens such as cleaning or |aundry.
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