Travel Card Program

Virginia State University utilizes the state sponsored
travel card program to facilitate University employee
travel on University-related business. The Travel Card
allows employees to travel at no charge to their personal
funds. Contact the Purchasing Office for information on
this program.  Please also review the University travel
guide when planning your trip to ensure you can be
reimbursed your full expenses.

Travel Advance

Travel advances will only be issued to an employee to
cover meals for students who are being escorted on an
official business trip. Upon return from trip, the escort
should promptly (within 5 days after completion of the
trip) submit a completed “Travel Reimbursement
Voucher” to account for the advance and other travel
related expenditures. Itemized meal receipts (not credit
card slips) listed by day should be attached. A listing
should be attached showing the student(s) attending.
Unused portions of a travel advance should be returned
immediately to the University Cashier’s Office upon
return from the trip.

To request a travel advance for student meals, an
approved check request and the approved “TA” Travel
Authorization Form, should be submitted to the Invoice
Processing Office, along with a listing of the students
names. This request should be submitted to invoice
Processing 14 days prior to the departure date. Travel
advance requests submitted which allow less than 14
days to process require sufficient written justification for
the delay and must be approved by the traveler’s
respective Vice President. Travel advances processed
less than 14 days are limited to $500.00. Travel advances
may be picked up in the Cashier’s Office, no earlier than
three days prior to the departure date.

Reimbursement Rates

When planning and paying for travel, economy, prudence
and necessity are of primary concern. The use of State
funds to accommodate personal comfort, convenience,
and taste is not permitted. Reimbursement is limited to
actual expenses incurred up to the per diem amounts plus
taxes and surcharges. Following are the lodging, meals &
incidental, and transportation per diem rates.

Lodging — Expenses in excess of the per diem rates will
not be reimbursed, unless approved in advance by the
President or his designee. Under this exception, only
50% above the per diem is allowed.
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When traveling between more than one destination,
lodging and meal per diems are based upon where the
traveler spent the night.

When two or more people are traveling on official state
business and staying in the same hotel room, the lodging
rate will be the per diem listed in the area they are
staying, plus the cost charged by the hotel for additional
persons in the room. Documentation from the hotel
listing charges for additional people, per room must be
provided. Sharing cost does not justify overage.

MEALS & INCIDENTAL EXPENSES (M&IE)
Generally, meals and certain incidental travel expenses
are only reimbursable for pre-approved overnight travel.
Exceptions apply to reimbursement of non-overnight
business and overtime meal expenses. Business meals
must be approved by the agency head (President) or
assigned designee prior to the event and may only be
reimbursed up to the amount shown for the applicable
meal in the M&IE Rate Table. The nature of the business
discussion and a guest list must be attached for
reimbursement to be processed. The below rates should
be used to determine the maximum meal reimbursement
amount for official business/day meals and/or the M&IE
reduction, which must occur where meals are provided at
no cost during an overnight travel period.

M&IE RATE TABLE

PER $41 $46 $51 $56 $61 $66 $71
DIEM

Breakfast $7 $7 $8 $9 $10 | $11 | $12
Lunch $11 | $11 $12 $13 | $15 | $16 | $18
Dinner $18 | $23 $26 $29 | $31 | $34 | $36
Incidental $5 $5 $5 $5 $5 $5 $5
75% $32 | $36 | $40 $44 | $47 | $51 $55
Travel
Days

The $5 incidental expense allowance is only reimbursable
during overnight official business travel. It includes
expenses for bellhop/taxi tips, personal telephone calls,
laundry, and travel between lodging and places where
meals may be taken.

On the travel departure or return days, only 75% of the
M&IE per diem is reimbursed, based upon where the
traveler spent the night. In addition, where meals are
provided at no cost in conjunction with travel events, the
applicable M&IE per diem reimbursement rate shall be
reduced by the full amount for the applicable meal in the
M&IE rate followed by a 75% proration of the balance.

When meals are included with registration or lodging
expense as part of a package, the number and type of
meals, and amount from the M&IE rate table above, must
be deducted from the daily per diem.

Transportation
It is encouraged that all employees travel in a State-
owned vehicle. Employees are permitted to use their
personal automobile when a State-owned vehicle is not
available, or when the use of a personal vehicle is cost-
beneficial to the agency. When a traveler elects to use
their personal vehicle as a matter of convenience, the
reimbursement will be at the reduced mileage rate of
$.246/mile.

If the agency head or designee certifies that a state-
owned vehicle is not available or the use of a personal
automobile is cost-beneficial to the agency the traveler
will be reimbursed at the current IRS rate (currently $.55
per mile). IRS rate located at
http://www.irs.gov/taxpros/article/0,,id=156624,00.ntml Travel
over 100 miles a day is not considered cost-beneficial and
should be reimbursed at $.246 per mile (unless approved
by agency head). Parking and Toll expenses are also
reimbursable. Receipts are required for reimbursements
greater than $10.

Commuting Mileage - The distance between the
employee’s residence and where he/she performs his/her
routine duties, on a scheduled workday is considered
commuting mileage. Commuting mileage and other
commuting costs incurred on a normal workday are
considered a personal expense and are not reimbursable.

Rental Vehicles -When renting a vehicle, decline all
insurance. Employees are covered while renting within
the US. Also, be sure the vehicle is refueled before
returning to the rental agency. Do not allow rental
agency to fill car. Gas reimbursements will be made only
from receipts.

OTHER TRAVEL GUIDELINES
Air and rail ticket purchases for travel should be
coordinated through the University Purchasing Office. If
purchased on-line be sure to print all receipts and
confirmations. In all cases please attach your ticket stub
or boarding pass to the reimbursement voucher.

Disallowed travel expenses include all expenses
related to the personal negligence of the traveler
to include, but not limited to the following:

e  Lost or stolen articles

e  Alcoholic beverages

e  Damage to personal items
Services to gain entry to a locked vehicle
Movies charged to hotel bills
Fines, Towing charges
Entertainment expenses
e  Expenses for family while on travel status
e  Gratuities (included in the meal per diem)

Submission of Travel Reimbursement Voucher

e The traveler must submit a signed, dated
completed “Travel Reimbursement Voucher”
with original receipts, and a copy of the
“TA” to their immediate supervisor within (30)
working days after returning from the trip. Be
sure to check the applicable “personal vehicle
use statement” and State Employee section(s).
The signature certifies all information is
accurate and legitimate.

e The supervisor signature certifies that the
requested reimbursements have been reviewed
and are proper and necessary.

e Report related travel advance(s) on the travel
reimbursement voucher and immediately return
all unused balances to the Cashier’s Office.
Any unpaid travel advance is subject to payroll
deduction and denial of future advance
privileges.

e Traveler should keep receipts of all expenses for
submission. Reimbursement will not be made
from credit card statements or tissue receipts.

e Most travel is to be reimbursed using EDI
(Electronic Date Interchange—Direct Deposit).
EDI forms must be submitted prior to
reimbursement voucher. This is separate from
payroll direct deposit.

Questions or concerns related to these guidelines should be
addressed to the Manager of Purchasing Office, Invoice
Processing, or Travel Accountant of the Invoice Processing
Department at (804) 524-5267 or visit the VSU website at
www.vsu.edu/travel.html.  Complete  State  Travel

Regulations, are located on the DOA website
www.doa.state.va.us/procedures/AdminServices/capp/summary.htm

VIRGINIA STATE
UNIVERSITY

TRAVEL REIMBURSEMENT
POCKET GUIDE

State Travel Regulations
Revised as of October 1, 2009

GENERAL GUIDELINES

The University will reimburse individuals traveling on
official State business for reasonable and necessary
expenses incurred. Employees must prepare an estimate
of the total cost of any proposed travel and itemize the
cost on the “Request for Travel Authorization” (TA)
form.  Completed TA’s should be submitted to the
Purchasing department, at least 21 days prior to the date
of departure. Business travelers are encouraged to obtain
the GE MasterCard for travel and enroll in the EDI
“Electronic Data Interchange” Program for Direct
Deposit.  Applications for the MasterCard may be
obtained from the Purchasing Office located in Room
115 Virginia Hall. EDI enrollment forms are located in
the Invoice Processing office Room B10 Virginia Hall or
at www.vsu.edu/travel/StateEmployeeEnrollmentForm.pdf.

THE UNIVERSITY RESERVES THE RIGHT TO CHANGE ITS TRAVEL
GUIDELINES, RULES, AND REGULATIONS AT ANY TIME. IF SUCH
A CHANGE BECOMES NECESSARY, THE UNIVERSITY WILL
ENDEAVOR TO GIVE NOTICE IN ADVANCE.

Printed 10/15/2009
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