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WEST VIRGINIA STATE UNIVERSITY


RESEARCH & DEVELOPMENT CORPORATION


TRAVEL


Travel must be for West Virginia State University or WVSU Research and Development Corporation (Corporation) official business. Please note that travel regulations are subject to amendment by the Corporation. The Vice President or Dean of the traveler 's department shall ensure that all travel rules are complied with and that all travel expenditures are within budgetary limits and authorizations. All travelers doing business on behalf of the Research and Development Corporation either as an employee of West Virginia State University or as an employee of the Corporation shall be governed by the following policy:

It is the responsibility of each traveler to properly apply the travel rules and comply with all requirements and exercise the same care and judgment in incurring travel-related expenses on behalf of the Corporation or West Virginia State University "as would a prudent person." Travel should always be arranged to serve the best interest of the University or the Corporation, and must have a legitimate business purpose. The business expense must be incurred in connection with services performed as an employee. Employees are reimbursed for authorized actual transportation expenses and other reasonable expenses incurred while on travel status. Employees should use the most direct route and the most economical transportation, taking into consideration travel time, expense, absence time, and convenience.

The stated travel regulations apply to all funds housed in the Corporation. However, further restrictions may apply to certain grant and contract funds. **** No travel arrangements are to be made without the completion and approval of the Pre-Approval Form. No travel expenses are to be placed on a personal credit card. The only exception is payment for a rental car if the traveler does not possess a business credit card. This must be approved in advance****
Personal Convenience

When travelers interrupt travel or deviate from their designated travel schedule for personal convenience or personal leave, they will be reimbursed only at the rate for uninterrupted travel by the most direct route.

When travelers must use premium transportation, such as business class instead of economy class, for medical reasons, the reasons must be affirmed in a doctor's certificate indicating the anticipated direction of said medical condition is expected to last. If the condition is permanent or indefinite, the doctor's certification must be renewed and re-validated each year.

Air Transportation

Employees may use bonus points acquired through frequent traveler programs while traveling on official business, as long as the employee's participation in the program does not result in an additional cost to the corporation.

****Travelers must book all flights and car rentals through National Travel to secure the least expensive airfare and rates possible. Using National Travel is also for your safety and protection as the National Travel State Agents are available 24/7 to assist with travel needs ****
Employee Responsibilities

Employees are personally responsible for their travel arrangements and that the arrangements meet all travel regulations. The employees are responsible for submitting their travel settlements upon completion of their travel. Occupational leave must be submitted and approved before all travel.

REIMBURSABLE EXPENSES

Examples of reimbursable expenses are:

· Transportation charges, such as airfare, rail, taxi, or bus tickets, etc.

· Per Diem allowances for meals
· Lodging

· Reasonable fees that might include: toll charges, parking fees, ferry fees, bridge, road, and tunnel fees
· Airline baggage transfer and handling fees
· Business telephone calls and a personal call home to announce "safe arrival" (not to exceed $3.00 a day)
· Room rental for University/Corporation business

· Laundry and dry cleaning if on domestic travel status for at least 7 consecutive days
· Passports and visas that are related to business travel (employees only)

· Registration fees, if the purpose of travel is attendance at conferences or official meetings
· Business Services, such as computer use, faxes, and photocopying

· Taxis and shuttles
· Collision damage waiver insurance for motor vehicle rental
Employee travel expenses associated with one-day student field trips as long as the following three requirements are met:

· The trip starts and ends at the WVSU campus
· The trip is part of the course requirements for every student in the course

· The trip is completed in one day (24 hours)
NON-REIMBURSABLE EXPENSES

Examples of non-reimbursable expenses are:

· Travel expenses incurred within 25 miles of the University campus or work headquarters

· Alcoholic beverages

· Commuting expenses between an employee's residence or headquarter to the airport.

· Personal Entertainment charges such as movies, spa/health clubs, sightseeing, tours, etc.

· Keys locked in personal automobile

· Non-University/Corporation-related expenses
· Parking tickets or other traffic fines

· Personal automobile accident insurance

· Spouse/family travel expense 
· Tobacco products

· Towing of a personal automobile that is being used for University/Corporation business travel

· Travel insurance (exceptions may be requested for foreign travel)

Per Diem/Meal Allowances

Per Diem for Overnight Travel

Per Diem is to be paid for travel that includes overnight lodging. Receipts are not required to support this allowance. The per diem allowance for in-state travel is equivalent to the current federal rate for Charleston, WV and out-of-state is the current federal rate of the destination city.

Per Diem may be advanced to the traveler. Per Diem rates can be found on the US General Services Administration webpage, at www.gsa.gov, for the destination city. If the desired city is not listed, use the listed standard rate of the state in which the desired city is located. Per Diem calculation: This table lists the amount federal employees receive for the first and last calendar day of travel. The first and last calendar day of travel is calculated at 75 percent.

	TOTAL
	FIRST AND LAST DAY OF TRAVEL

	$51
	$38.25

	$54
	$40.50

	$59
	$44.25

	$64
	$48.00

	$69
	$51.75

	$74
	$55.50


Business Meals While In Travel Status

When the primary purpose of a meal is for conducting University/Corporation business with individuals not employed by the University/Corporation, the purpose of the meeting must be provided in order to be reimbursed.

Conferences/Official Meetings
Heads of academic and administrative units determine whether attendance at a conference or convention is related to University/Corporation business or professional development of the employee. The extent of reimbursement for such travel is left to  the judgment of the unit administrator. This approval is subject to any additional approvals that may be required by the University/Corporation.

CONFERENCE LODGING DEFINITION
Sometimes an official conference* designates a hotel(s) as its official lodging site that charges more for rooms than is normally allowed under lodging allowances. In that case, those room charges may be reimbursed if the hotel is the official conference site or a hotel{s) designated by the conference hosts as official lodging. The unit's administrator that provided approval for employees to attend the conference provides approval for the exception to the lodging maximums.

A copy of the official conference brochure, registration form, or other documentation of the conference, showing information about the designed conference hotel, must be attached to the Pre-Approval Form.

*Official conferences may be organized and named with an identifying term other than the word "conference". Examples of other terminology that may be used are symposium, seminar, and consortium. Additionally, annual or official meetings sponsored by educational institutions or organizations with which the University/Corporation is associated, may appropriately be categorized as "official conferences."
CONFERENCE LODGING DESIGNATIONS
Lodging and room charges may also be reimbursed as "conference lodging" if the following condition is met:

· There is no host hotel or no availability at the host hotel; lodging shall be of the least expensive single room rate.

· If for any reason the employee chooses not to stay at the host hotel, other than cases out of the employee's control (i.e. no vacancies), the employee must pay in advance the difference of the hotel rate if it is of a higher rate than the host hotel. If accommodations are shared with other travelers, their name(s) must be noted on the travel settlement. The traveler is responsible for any additional charges that occur while staying at the hotel. An itemized receipt from the hotel must be included when submitting a travel settlement.

CAR RENTAL

In cases where a car rental is required to attend a conference or conduct business on behalf of the Corporation or West Virginia State University in another city, the Corporation is responsible only for the rental on the days of the conference and must be returned to the rental agency at the end of the conference. Extended use of the rental beyond the conference must be in the name of the traveler and is the responsibility of the traveler. The car must be returned to the agency and reissued in the traveler's name.

The traveler is responsible for any additional rental charges that incurred while the car is in his or her possession.

GROUND TRANSPORTATION

Land Grant funded employees must hold a valid driver 's license to use the Corporation's vehicles. Employees are required to use the Corporation's owned vehicles. Employees will be reimbursed only for actually fuel purchases, not mileage. Employees will be reimbursed for mileage for privately owned vehicles only if no Land Grant (R&D Corporation) vehicles are available.

Mileage reimbursement for personal vehicles will be reimbursed at the prevailing federal, IRS, rate per mile. If traveling with another individual, the mileage reimbursement will be made only to the driver or owner of the vehicle. Mileage reimbursement is not allowed on rental vehicles, only the actually fuel costs and rental cost will be reimbursed.

When using a Land Grant (Corporation) vehicle, all state laws must be observed. It is a state law (Senate Bill No. 211) prohibiting any driver of a state vehicle to use their electronic communications devices without handheld features.

When using a Land Grant (Corporation) vehicle, if an accident/incident arises a report must be made. Emergency situations, employees must first contact the local or state police. Then contact your immediate supervisor. Non-emergency situations, employees are to contact your respective staff-support person for instruction.

Anytime an employee is operating a Land Grant (Corporation) vehicle, the employee must exercise good driving judgment. If an incident (i.e. damaging the vehicle, hitting objects, etc.) is the fault of the employee, then it must be reported to the immediate supervisor. If the employee continues to have incidents that relate to carelessness, then driving privileges of the Land Grant (Corporation) vehicles may be revoked.

Travel Authorization
A typed travel authorization form must be approved and submitted prior to all travel processed through the Corporation. Funding source and a description and justification for the travel must be provided on the travel authorization. A copy of the official conference brochure, registration form, or other documentation of the conference must be attached to the Travel Authorization and/or Settlement when requesting reimbursement. Business  & Finance will process travel expenses up to the amount approved by the traveler's department head, Dean, or Vice President, this includes travel advances and final travel settlement reimbursement.

Travel Advance

All travel advances are contingent upon the availability of funds within the Corporation. A travel memo listing airfare, registration, hotel, or cash advance needed before travel, must be attached to the travel authorization. It is not the responsibility of the corporation to predict what checks are needed prior to travel. A completed travel packet must be submitted to Business and Finance 2 weeks in advance of approved travel.

Travel Advances will be issued within five (5) business days prior to the date of the travel and shall be used only for the purpose of the travel. Transportation costs such as taxi/shuttle services and tolls will be reimbursed upon return. Receipts must be submitted with the travel settlement. Mileage will not be advanced for use of personal vehicles unless a printed online trip destination map is attached. Any remaining funds must be returned to the Corporation upon returning, and advance must be noted on travel settlement.

FAILURE TO OBTAIN PRIOR APPROVAL OR FOLLOW THE ENCUMBRANCE PROCEDURE COULD RESULT IN DENIAL OF TRAVEL REIMBURSEMENT.

Travel Settlement
It is the responsibility of, and mandatory that, the individual traveler to complete and forward the Travel Expense Settlement form to the Corporation's Business & Finance office along with all receipts, other documentation, and necessary travel authorization approvals. Travel expenses cannot be reimbursed unless the Travel Settlement form is properly submitted and the necessary funds were encumbered in the Travel Authorization phase.

The employee must submit typed travel settlement within 5 days of completion of travel. A travel settlement shall be considered delinquent after the 5th day. Failure to submit a travel settlement can result in suspension of the employee's travel advance privileges (at the discretion of the Corporation.)
In air transportation, a "Passenger receipt" must accompany the settlement in order to receive reimbursement. Employees traveling in a foreign country must report their expenditures in US dollars. The rate of conversion must be clearly listed on the expense settlement. Reimbursement may be made for visa fees, guides, interpreters, and currency conversion, if expenses were accounted for prior to the travel. All advances before travel must be referenced in the final settlement and deducted from the total expenses occurred for the travel.

For reimbursement for conference registration, a receipt or invoice marked paid must be provided with the travel settlement.

Documentation of Travel Expenses Missing, Lost or No Receipts

If the traveler does not have a required receipt, the following process must be followed:

Obtain a duplicate of the original receipt from the hotel or vendor.

Settlement/Approval of Travel Reimbursement Requests

The traveler (payee) signs the travel settlement attesting to the accuracy and completeness of the claim for travel reimbursement.

Travelers may not approve their own travel reimbursement. Approval attests to the agreement by the University/Corporation that the travel was directed, necessary, and that the claim is complete, correct, and proper.

NON-EMPLOYEE TRAVEL EXPENSES

Travel expenses, such as transportation, meals, and lodging, for non-employees on official University/Corporation business, such as recruits, students, or guest speakers, may be reimbursed in accordance with University/Corporation travel regulations.
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