CWU MISCELLANEOUS TRAVEL INFO
· Allowable Expenses reimbursable on the travel expense voucher include:
Receipts required:
1. Lodging Expenses (Detailed receipt required)

2. Mandatory Lodging fees such as room safes

3. Airline tickets not purchased through the normal University procedure
4. Vehicle Rentals

5. Registration Fees  
Receipts required for miscellaneous expenses if over $50

6. Shuttle

7. Parking Fees

8. Ferry/Bridge tolls

9. Necessary charges for reports/correspondence while in travel status
Receipts not required
10. Miscellaneous supplies up to $50 (over $50 require receipts/requisition/A-19)
11. Meal reimbursement

· Travel expenses that are shared with other CWU travelers should have the name(s) of the other traveler(s) in the comments section.

· Special notice regarding vehicle rentals: A vehicle rented on state contract is not to be used for personal travel.  A personal contract is to be used when combining a business trip with a personal vacation.  The traveler is expected to reimburse the state for occasional incidental personal use of a rental on state contract.

· Business Trip with Personal Vacation  - In cases where the traveler chooses to extend a business trip with personal vacation, the date(s) of vacation must be clearly indicated on the Travel Expense Voucher and reimbursement will be calculated as if the personal vacation was not taken.  Therefore, both per diem and transportation cost must be adjusted.  The traveler must provide the information required in the Travel Expense Voucher form as if the personal vacation had not been taken.

· A traveler is not required to fly to his/her destination.  If another mode of travel is taken, calculate the reimbursement two ways on the travel voucher or complete two travel vouchers. The Traveler will be reimbursed the lesser of

1. Amount showing what actually happened
2. Amount showing what the trip would have cost if the traveler flew. 
· Records for Emergency Situations and Insurance Purposes.  

1. For all university-endorsed or supported student domestic travel requested through student clubs and organizations, staff in Campus Life will maintain the record.

2. For all other university-endorsed or supported domestic travel, the principal budget authority will maintain the record.

3. The Office of the Provost will forward a copy of each approved Travel Authorization Forms to the Office of Business Services and Contracts, MS-7474.  Annually, the Office of Business Services and Contracts will be responsible for reporting all approved foreign travel to the insurance carrier and for billing departments and offices for the insurance premiums.

