Travel Policy Questions and Answers

1. How much can an individual spend on food while in travel status?
The maximum amount of money allowed is set by the state. All travelers need to find out the per diem rate for the area they are travelling too.  

2. Who is not included in the Student Life Travel Management Policy?
All state employees must comply with the travel policies and procedures of the State’s Office of Financial Management that are administered by the SVC business office.

3. What information/forms need to be completed before and travel arrangements can be made?
a. Student Travel Information form, which states the traveler’s emergency contact information, notices of allergies/medical conditions, and any other circumstances that may need to be addressed during a trip
b. Travel/Conference Contract
c. Out of State Prior Approval forms must be submitted if the trip involves out of state travel
d. Club meeting minutes may be required by the Student Life office to prove that the trip is an approved club expense.
e. 
4. Which types of meal costs cannot be reimbursed?
Reimbursement for meal expenses is not to be authorized when a traveler does not incur expenses for meals because they are furnished.
Where identifiable costs of meals are included in the lodging rate or registration fee of a meeting, conference, convention, or formal training session, the meal costs can not be reimbursed. 

5. What types of transportation costs are reimbursable?
Reimbursable transportation expenses include the costs of all necessary official club/ program business travel on railroads, airlines, ships, buses, private motor vehicles, and other usual means of conveyance.

6. What are the rules for the reimbursement for privately-owned motor vehicle use?
Reimbursement for the use of a privately owned motor vehicle on official club/ program business is to be at the private vehicle mileage reimbursement rate unless the club/ program chooses a lesser rate. Mileage must be submitted since it is subject to verification upon the submission of the reimbursement request. A Purchase Requisition must be completed to reimburse any individual who is not an employee of the state. 
Please note, if students are driving privately owned vehicles, a Field Trip Insurance Information/Release Form must be completed and approved prior to the trip. The Dean/VP WIC/Student Life office can provide forms upon request.
7. What types of miscellaneous travel costs are reimbursable?
Miscellaneous travel expenses essential to the transaction of official club/program business are reimbursable to the traveler. Reimbursable expenses include, but are not limited to:
a. Taxi, shuttle, or limousine fares (including a customary tip or gratuity), motor vehicle rentals, parking fees, and ferry and bridge tolls.
b. Registration fees required in connection with attendance at approved conventions, conferences, and official meetings.
c. Rental of room in a hotel or other place that is used to transact official state business. The room rental is reimbursable as a separate item from lodging when authorized by the agency head or authorized designee.
d. Charges for necessary facsimile (fax) services.

