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[bookmark: _Toc181275851]Graduate Student Recruitment

This information contained in this handbook is for employees and current students who are traveling on official University business.  Policies and procedures for paying travel expenses of prospective graduate students are located in the KU Policy Library at: https://documents.ku.edu/policies/provost/ProspectiveGradStudentTravelReimbursements.htm.
[bookmark: _Toc181275852]Travel Expense Reimbursement

Travelers are reimbursed for allowable travel expenses incurred by submitting a travel expense detail and supporting receipts to their department as often as required by the department, but at least once each month.  Unless otherwise noted in this handbook, receipts are required for reimbursement.  Cancelled checks, bank statements, and credit card statements are not receipts. 

All requests for travel reimbursement must be submitted in a timely manner once travel is complete.  In accordance with State of Kansas travel policy and K.S.A. 75-3201, all travel reimbursements are to be submitted at least monthly.

Per IRS regulations, travelers whose travel is primarily for personal reasons where less than 50% of the time is spent on “official business,” may only be reimbursed or have expenses paid that are directly related to the business.  Transportation to or from the destination city may not be paid.

If more than 50% of the travel is “official business” and personal time is used, no personal expenses will be paid or reimbursed.
[bookmark: _Toc181275853]Taxability of Reimbursed Expenses

The University of Kansas reimburses travelers under an accountable plan.  This means all travel expenses must have a business connection, and all expenses for reimbursement must be submitted by the traveler within a reasonable period of time which has been defined by the Internal Revenue Service as 60 days from the end of travel.  Travel expense reports submitted more than 60 days from the traveler’s return date will be processed as a taxable reimbursement to the traveler.  Required federal and state tax withholdings related to the reimbursement (e.g. federal and state income tax withholdings, FICA, etc.) will be deducted from a future paycheck. 


Official Station

Travel to or from an employee’s official station may not be paid or reimbursed.  (Example:  Employees are not reimbursed for driving to work and back home).

[bookmark: _Toc181275854]Travel Authorization and Request

All University travel must be authorized/approved by the appropriate department or funding approver prior to departure.  Additionally, out-of-state and international travel must have an approved Concur Travel Request completed in Concur prior to making travel arrangements. University travel outside of the state of Kansas must have an appropriate Concur Travel Request at least 14 days prior to domestic travel, and 30 days prior to international travel.  In-state Concur Travel Requests are not required but can be created to document travel and encumber funds if desired.

Exception:  No Concur travel request is required for out-of-state border cities if mileage, tolls, and parking are the only expenses and there are no lodging, registration, or meal expenses incurred. Expenses for mileage, tolls, and parking only day trips will be coded according to the destination location (i.e. KC, KS = in-state; KC, MO = out-of-state). 
[bookmark: _Toc181275855]Travel Agency and Booking

The University has contracted with Collegiate Travel Planners (CTP) as our Travel Management Company.  When booking University travel for yourself, or on behalf of someone else traveling for University business or research, you must use the University-contracted travel management service (i.e. either online through Concur Travel or by contacting Collegiate Travel Planners directly).  This will ensure travel visibility for Duty of Care purposes so the University can quickly identify when travelers are in risk situations or locations and will provide travelers with travel agency support if issues arise before or during travel.  

Please see the Travel Request and Booking Policy for policy and exception details.  All booking exceptions should be noted in the traveler’s Concur Travel Request if known and when receipts are submitted for processing.
[bookmark: _Toc181275856]Travel to Countries with Travel Warnings

The University of Kansas does not recommend or require travel to countries on the U.S. State Department warning list.  If the traveler feels that this trip is necessary, travel may occur with proper approval and/or waivers completed.  Please review and comply with the Travel Advisory information and Travel to High-Risk Locations policy found on the International Affairs website.
[bookmark: _Toc181275857]Foreign Currency Conversion

When a traveler incurs expenses in a foreign currency, each expense should be converted to U.S. dollars (USD). The following methods are acceptable:

· Credit card statement: If the expenses are charged, the credit card company will convert them to USD.
· Conversion of charges via the internet for the dates of travel. One site is:
http://www.oanda.com/currency/converter

Currency rate conversion based on actual cash exchange. Use the following formula:

· F x C = U
· F = amount of charges in foreign currency
· C = conversion factor = USD's per unit of foreign currency.
· U = expense in USD's

Example:
· $100 expenses in Canadian Dollars
· $.68 USD's per Canadian Dollar
· $100 X .68 USD/CD = $68 USD
[bookmark: _Toc181275858]Travel Insurance

Emergency Evacuation and Repatriation Insurance policy and Business Travel Accident policies will cover all faculty, staff and students traveling on University business, as well as incidental leisure travel up to seven days before and after the scheduled end of the travel for University business. Qualified dependents (spouses and unmarried children, up to ages 19 or 26 if enrolled as a full-time student) traveling with employees on University business are also covered under these policies.
Coverage exclusions include acts of war in Afghanistan, Iraq, and Pakistan, felonies, suicide, and illegal drug use.

See KU Policy on Travel to Dangerous Locations http://www.international.ku.edu/~oip/travel/dangerous.shtml
In order to be eligible for this coverage, prior to travel for University business out of state or out of the country, regardless of source funding, all travelers must have a completed and approved travel request in Concur. 

[bookmark: _Toc181275859]Secure Travel

AIG Benefits Travel Assist provides an emergency travel assistance program that is available to a covered person when traveling at least 100 miles from permanent residence. The program offers medical, travel, communication assistance and pre-departure services (e.g. visa and passport requirements, foreign exchange rates, embassy/consular referral, immunization requirements, etc.)
Please refer to the ID card and brochure and the Summary of Benefits on the KU Human Resources Travel Insurance webpage.

Contact info to report an emergency event or obtain other services:
AIG Benefits Travel Assist
Toll-free/free phone (within the U.S.): 1-877-244-6871
Collect/reverse charge (outside the U.S.): +1-715-346-0859
Email: travelassist@aigbenefits.com
Policy Number: GTP 9149267



[bookmark: _Toc181275860]Business Travel Accident Policy

Under this program, provided by AIG, there is a $100,000 accidental death and dismemberment benefit for covered persons who are:
1.   Traveling
a.   On business of the policy holder and:
b.   In the course of the business of the Policy holder: and c.   Away from the premises of the Policy holder:
OR
2.   Making a short stay away from the Policyholder’s premises in his City of Permanent Assignment.

Please refer to business travel accident policy on HR website for more complete information about coverage, benefits, limitations and exclusions:   http://humanresources.ku.edu/travel-insurance
[bookmark: _Toc181275861]Future Employees Traveling Before Start Date

Future University employees traveling before their start date are reimbursed by following the employee reimbursement procedures. Travel is reimbursed through Concur.
[bookmark: _Toc181275862]Use of Personal Funds

Travelers are expected to provide themselves with sufficient travel funds.  Travelers are not allowed to use personal funds to pay for travel expenses of others, with the exception of employees paying for non-employee students.  Travelers who use personal funds to pay for other travelers will not be reimbursed for those expenses.  This does not apply to using the Procurement Card (P-card) to pay for appropriate expenses of other employees.  The P-card is considered a direct purchase by the University.

Travelers who do not have sufficient personal funds for travel may apply for a Business Travel Card (BTC). The State of Kansas has contracted with UMB Bank to provide personal credit cards to employees who travel.  This allows travelers to submit a timely reimbursement after travel and receive reimbursement prior to the credit card bill becoming due.  Information regarding this card can be obtained at https://admin.ks.gov/offices/procurement-and-contracts/personal-credit-cards/.  The BTC and its use is the personal responsibility of the employee to whom the card is issued.  The State and University accept no responsibility for its misuse.  Employees with a BTC shall direct all billing questions to the card issuer.
[bookmark: _Toc181275863]Transportation Expenses

[bookmark: _Toc181275864]Reimbursable Transportation Expenses

Transportation may be paid or reimbursed for transportation expenses incurred for authorized travel by private, state-owned, or leased vehicles, public transportation (commercial air flights, trains, buses, etc.), and, in some cases, charter or rental of special conveyances.  Local transportation expenses such as city bus and taxicab fares are considered miscellaneous expenses and are discussed in the  Miscellaneous Expenses section.

[bookmark: _Toc181275865]Non-Reimbursable Transportation Expenses

Additional transportation expenses incurred because a traveler resides in a city or area outside the official station are the responsibility of the employee.  Transportation expenses incurred for commuting between the official station and home are not reimbursed or paid.

Traveling to or from restaurants is considered personal travel and will not be paid or reimbursed. While on official business, travelers operating any vehicle shall do so in a safe and prudent manner.  All applicable traffic laws are to be obeyed. Any fine assessed to the traveler is the responsibility of the traveler, and will not be paid nor reimbursed.  This includes parking fines for expired meters.
Additionally, travel insurance for airfare will not be paid or reimbursed.

[bookmark: _Toc181275866]Most Economical or Advantageous Mode of Transportation

Travelers shall use the most advantageous or economical mode of transportation.  This may
include airfare, car rental, taxi, shuttles, or other public transportation.  The most economical mode of airline travel is usually main cabin or economy class.  If these classes are not available, a verifying statement from the airline or travel agency must be furnished with the payment or reimbursement.

Travelers electing to utilize transportation that cost more than a less expensive mode of transportation must provide sufficient justification as to why the least expensive mode was not used.  If the justification is not sufficient, the expense will not be allowed.

[bookmark: _Toc181275867]Expanded Legroom on Airfare

On flight segments of four hours or more, the traveler may opt for an expanded leg room seat at University expense.  

[bookmark: _Toc181275868]First Class Airfare

First class airfare is not permitted and will not be paid or reimbursed.

[bookmark: _Toc181275869]Mandatory Car Rental Companies

Should renting a vehicle be the mode advantageous or economical mode of transportation, the mandatory Enterprise or National contract must be used, regardless of funding source.  In addition to competitive pricing, both Enterprise and National provide collision damage waiver (CDW) in the rental price.  Should damage to the vehicle occur, the driver will not need to work through Visa’s CDW coverage.  Essentially, the driver can “walk away,” with no additional work.


[bookmark: _Toc181275870]Travel Expense Reimbursement for Employees Who Become Incapacitated During Travel

If a traveler becomes incapacitated due to illness or injury while on official business away from the official station or home, the department may pay or reimburse the expenses to return the traveler and/or the traveler’s private vehicle to the official station or home as appropriate under the circumstances.
If necessary, lodging may be paid for or reimbursed (within allowable limits) and meals may be reimbursed (within allowable limits) for a time not to exceed five days.
[bookmark: _Toc181275871]Mileage Reimbursement for Private Vehicles

[bookmark: _Toc181275872]Mileage Reimbursement Rates

Personal automobiles will be reimbursed at the State of Kansas rate found at https://procurement.ku.edu/mileage-reimbursement.  This rate is considered to cover all associated costs with the use of the privately owned vehicle including fuel, oil, tires, insurance, deductibles, uninsured losses, and expenses of any type.

[bookmark: _Toc181275873]Mileage Reimbursement Rate Exceptions

If a mode of transportation is available and is less costly than transportation by personal vehicle, then mileage reimbursement is limited to the cost of the other mode of transportation.

A department may pay less than the established mileage rate when the travel is not required and the traveler is informed of the rate in advance.
[bookmark: _Toc181275874]Calculating Mileage

Travel by automobile is by the most direct route that is typically used.  The State of Kanas official mileage for travel within the State of Kansas is from the KDOT state distance chart at http://kdotapp.ksdot.org/mileagebetweencities/index.aspx .  The State of Kansas official mileage calculation for out-of-state travel comes from maps published by the American Automobile Association (AAA) TripTik Travel Planner at https://ttp.aaa.com/TripTik/#. For out-of-state travel, the place of lodging may be used as a point of official duty in determining mileage.

[bookmark: _Toc181275875]Mileage Calculation When Residing Outside the Official Station

When a traveler begins travel from his or her domicile located in an area other than the city designated as the official station, the traveler may be reimbursed for mileage between the domicile and destination or the official station and destination, whichever is less. If the traveler returns directly to his or her domicile from the last point of official business, the traveler may be reimbursed for mileage from that point to the domicile or that point to the official station, whichever is less.

[bookmark: _Toc181275876]Vicinity Mileage

Vicinity mileage is allowed within Lawrence.  Vicinity mileage traveled by private automobile within Lawrence may be permitted by the department.  The travel reimbursement must include the purpose of the trip.
[bookmark: _Toc181275877]Additional Reimbursable Expenses When Using Private Automobile

Parking fees and tolls for roads and bridges may be paid for or reimbursed.  Parking fines and all violations are personal and will not be reimbursed.

[bookmark: _Toc181275878]Use of Private Vehicle for Out-of-State Travel Instead of Public Transportation

When a traveler uses a private vehicle rather than public transportation for out-of-state travel, transportation expense reimbursement is determined as follows:

1. Travel of one person only. The traveler may be reimbursed the lesser of:

· Option 1:  The total of: actual mileage traveled (round trip mileage from the official station or domicile to the lodging establishment at the destination, whichever is less), turnpike tolls, and parking charges; or

· Option 2:  Airfare in lieu of mileage, which is the total of: round trip mileage from the employee's official station or domicile to the nearest airport (whichever is less), round trip economy airfare from the nearest airport to the airport nearest the destination, and round trip mileage from the airport nearest the destination to the lodging establishment.

The cost comparison of options 1 and 2, including a written airfare quote (this can be printed from an Internet site) must be submitted with the travel expense payment or reimbursement. This comparison should be made based on airfare rates available on the date the travel authorization is approved.

In addition to the reimbursement allowed in option 1 and 2, the traveler may be reimbursed for mileage incurred between the lodging establishment and meetings. No taxi or terminal expenses incurred at the destination are reimbursable.

2. Travel of two or more people. When two or more people are traveling together, mileage reimbursement may be paid to one person for use of the private vehicle.

For lodging and meal expense reimbursement when using a private vehicle, see those respective sections.
[bookmark: _Toc181275879]State Owned or Rented Vehicles

A person must have a valid driver's license to operate a state-owned or leased vehicle. Only other state employees or individuals reasonably engaged in official state business are allowed to ride in state-owned or leased vehicles.  Transportation expenses for travel that is personal will not be paid or reimbursed.  State law prohibits and provides penalties for personal use of a state vehicle.

When renting a vehicle domestically, liability insurance will not be paid or reimbursed.  The University of Kansas has an automotive liability policy, which automatically covers drivers while on official business.  Vehicle rental rates with the University’s mandatory Enterprise Rent-A-Car or National Car Rental include Limited Liability and Collision Damage Waiver coverage. Travelers are strongly encouraged to use a University issued Procurement Card (P-card) when paying for car rentals.  When the P-card is used, the traveler automatically has additional insurance coverage through VISA if needed. If a traveler uses personal funds to pay for a rental with another rental car company due to Enterprise or National unavailability, only collisions damage waiver (CDW) or equivalent may be reimbursed.  No other insurance or coverage will be paid or reimbursed.

The University discourages international car rentals.  If a car must be rented internationally, the insurance recommended by the agent for that location must be purchased.

Fuel for state vehicles or rented vehicles may be paid or reimbursed.  

Parking fines and all violations are personal and will not be paid or reimbursed.
[bookmark: _Toc181275880]Accident Reporting Requirements

Travelers involved in an accident while operating a private, state-owned, or rented vehicle while on official business are to notify Ben Schultheis, Insurance & Risk Management Director, benschultheis@ku.edu, 785-864-1071. 

Meals and Incidentals Expense (M&IE)

Meal expenses include all charges for meals, taxes, meal tips, associated fees, and hotel tips (baggage, porters, housekeeping, etc.)  Traveling to or from restaurants is considered personal travel, and the transportation will not be paid or reimbursed.  Meal expenses may be reimbursed on overnight travel where official business is at least 30 miles from the official station.  In rare situations, employees may be reimbursed for one meal per day when overnight travel does not occur.  For this to happen, the official employee’s workday, including travel time, must be extended three or more hours beyond the employee’s regularly scheduled workday.  The employee’s regularly scheduled workday must be included in the comments of the reimbursement.  No receipts are required, and there is no provision to reimburse the employee the actual cost if the meal exceeds the per meal allowance rate.

No meals will be reimbursed while travelers are on personal time and not on official business. Additionally, meal expenses are not reimbursed if:
1. Official business is conducted within 30 miles of the employee’s official station or if a meal was provided at no cost to the employee, or
2. Expenses are incurred because the traveler resides outside the city of the official station, or
3. Travel occurred within 30 miles of the official station, or
4. The meal was provided at no cost to the traveler, or
5. The traveler does not use the most economical or advantageous mode of transportation causing travel time to be extended beyond what is usual and customary.
Employees may be reimbursed for the meal expenses of non-employee students.  Reimbursement is based on the allowable meal rate limits imposed upon employees.  Student employees traveling on official business are to submit their expenses in the same manner as other employees.
The rate reimbursed is based on federal CONUS and OCONUS rates loaded in the travel and expense module for specific travel locations.  The rate varies by location and is updated biannually in the travel and expense module.
Reimbursement will be based on quarter day increments while in travel status.  Travelers are entitled to the quarter they depart as well as the quarter they return.  The quarters of each day are noted:

	Quarter
	Time

	Quarter 1
	12:00 a.m. – 5:59 a.m.

	Quarter 2
	6:00 a.m. – 11:59 a.m.

	Quarter 3
	12:00 p.m. – 5:59 p.m.

	Quarter 4
	6:00 p.m. – 11:59 p.m.



[bookmark: _Toc181275881]Reduced Meal Allowance for Meals Provided at No Cost to the Employee

If meals are provided during a given travel day, the agency will reduce the M&IE rate by the amount of the meal that was provided, based on 15%, 35% or 50% (breakfast, lunch or dinner) of the daily M&IE rate.  For partial days, the quarter amount is calculated first and then the meal deduction is applied. In addition to meals provided to a traveler at no cost, meal per diem must be reduced if breakfast provided while staying at a lodging establishment contains protein (i.e. buffet or server-style with meat, eggs etc.), but not reduced when provided a light complimentary continental breakfast (i.e. pastries, baked goods, fruit, juice, coffee etc.).  Additionally, employees with a medical dietary restriction accommodation filed with HR may be reimbursed per diem if the provided meals do not meet their documented dietary restrictions and other meal options had to be purchased.

If all meals are provided for a day, the reduction to the M&IE rate will be 100%, and there will be no allowance for incidentals expense reimbursed to the traveler. 
[bookmark: _Toc181275882]Exceptions to Single Day Trips

Departments may allow employees one meal on same day trips provided the employee’s workday, including travel time, is extended by a minimum of three hours.  Each reimbursement must identify the date, departure time, arrival time, destination, purpose of the trip, and meal requested.  No receipts are required.  If the actual cost of the meal exceeds the reimbursement amount, the difference is not reimbursed.  One breakfast, lunch, or dinner may be reimbursed based on 15%, 35% or 50% (breakfast, lunch, or dinner) of the daily M&IE rate.  

[bookmark: _Toc181275883]Time Adjustment When Residing Outside the Official Station

[bookmark: _Toc181275884]Departure Time Adjustment

1. Subtract the mileage from the official station to the destination from the mileage from the domicile to the destination to determine the excess miles driven.
2. Divide the excess miles driven by 45 miles per hour to determine the excess travel time.
3. Add the excess travel time to the actual departure time to determine the time used for computing meal allowance.

Example:
Official Station to DestinationLawrence Campus to Airport: 53 miles
Domicile to DestinationHome in Topeka to Airport: 75 miles
75 – 53 = 22 excess miles
22 ÷ 45 = .49 hours (0.49 × 60) or 29 minutes
Actual Departure Time: 11:55 a.m. Add Excess Travel Time: 29 minutes
Departure time to use for computing meal allowance: 12:24 p.m.

[bookmark: _Toc181275885]Return Time Adjustment

1. Subtract the mileage from the official station to the destination from the mileage from the domicile to the destination to determine the excess miles driven.
2. Divide the excess miles driven by 45 miles per hour to determine the excess travel time.
3. Subtract the excess travel time from the actual return time to determine the time used for computing meal allowance.

Example:
Official Station to DestinationLawrence Campus to Airport: 58 miles
Domicile to DestinationHome in Topeka to Airport: 75 miles
75 – 53 = 22 excess miles
22 ÷ 45 = .49 hours (0.49 × 60) or 29 minutes
Actual Return Time: 6:05 p.m.
Subtract Excess Travel Time: 29 minutes
Departure time to use for computing meal allowance: 5:30 p.m.
[bookmark: _Toc181275886]Lodging Expenses

Lodging expenses include charges for all lodging associated taxes and fees.  Tips to maids, porters, doormen, and bellhops are included in the meals and incidentals expense (M&IE) and are not reimbursed separately.  Taxes associated with lodging are not considered as part of the lodging limit and may be reimbursed in addition to the maximum amount established.

No lodging will be reimbursed while travelers are on personal time and not on official business. Lodging expenses are not to be paid or reimbursed if:

1. Expenses are incurred because the traveler resides outside the city of the official station, or
2. Travel occurred within 30 miles of the official station, or
3. Lodging was provided at no cost to the traveler, or
4. The traveler does not use the most economical or advantageous mode of transportation, causing travel time to be extended beyond what usual and customary.

Employees are not required to share rooms.  However, if employees share rooms one traveler may be reimbursed for the entire room.  The reimbursement vouchers for those staying in the room must be cross-referenced.

Except in situations where the travelers opt to share a room, travelers are not allowed to use personal funds and pay the lodging expenses of other travelers and seek reimbursement.  This does not apply to payment with the P-card.

Employees may be reimbursed for the lodging expenses of non-employee students. Reimbursement is based on actual receipts with the same limits imposed upon employees. Student employees traveling on official business are to submit their expenses in the same manner as other employees.


[bookmark: _Toc181275887]Lodging Rates

The rate permitted is based on federal CONUS and OCONUS for domestic travel and US territories, and US State department rates loaded in the travel and expense module.  The rate varies by location and is updated biannually in the travel and expense module.

In certain situations, the cost of the conference lodging may exceed the amount normally allowed. The actual amount can be paid in these instances provided the expense has been entered and approved within the travel and expense module or P-card module.  This expense must have an attached copy of the conference materials indicating that the conference will be held at or in connection with a lodging establishment with rates exceeding the state rates. If the conference is not held at or in connection with the lodging establishment, the requested amount will not be paid. 

[bookmark: _Toc181275888]Direct Payment of Lodging

Direct payment of lodging is allowed via P-card.  Pre-payment is permitted.  Prior to checkout, travelers must personally pay all charges for meals, room services, personal phone calls, movies, laundry, and any other personal charge.

· Anyone prepaying lodging must be thoroughly familiar with cancellation and refund policies.  If the traveler cannot go, the department is responsible for any cancellation fees and unrefunded amounts.  Project funds cannot be used to pay for cancellation fees and unrefunded amounts.
· Travelers choosing Airbnb, Vrbo, and similar property rentals need to perform a cost analysis and safety analysis of the accommodation.
· Cost Analysis
· Comparison of the total cost of property rental vs. hotel options on Concur site .  The total cost includes per night charge as well as any additional fees (e.g. cleaning fees, booking fees, etc.)
· Refund policy for both options
· Consideration of location of rental property vs. hotel to where traveler will be working.  Does the rental property location create more commuting expenses, including parking fees?
· Safety Requirements – KU has a requirement to provide duty of care to all employees traveling regardless of how travel is paid
· Verification that the alternative lodging selected includes standard safety equipment that would be present in hotel (e.g., smoke and carbon monoxide detectors) – safety equipment is typically listed on property rental posting
· Public liability insurance.   Airbnb & VRBO have public liability insurance as a part of the hosting agreement.  This is a requirement, if considering another option
· Rental of entire property, not just a room.
Send the cost analysis and proof of safety requirements and link to the property available to Katrina Yoakum (kyoakum@ku.edu) for approval using UKANS funds or Karen Schaller (kschaller@ku.edu) for approval using KURES funds.  Submit a copy of the approval with the receipt for processing.
[bookmark: _Toc181275889]Miscellaneous Expenses

Travelers may be reimbursed for miscellaneous expenses incurred during travel such as local transportation fares (taxis, shuttles, buses, etc.), purchase of supplies, registration fees, and other similar miscellaneous expenses identified below.  A receipt for each miscellaneous expenditure is required with the travel expense.  However, no receipts are required for: telephone calls, local transportation charges, unattended parking meters, and unattended toll booths.

Traveling to or from restaurants is considered personal travel, and the transportation will not be paid or reimbursed.

[bookmark: _Toc181275890]Kansas Turnpike Tolls

Kansas Turnpike tolls are reimbursable. With cashless tolling, receipt requirements are no longer appropriate. The responsibility for accurate toll claims, and whether online verifications are required for reimbursement, is determined by the department.

[bookmark: _Toc181275891]Baggage

One or two personal bags is considered reasonable and may be paid or reimbursed if the airline charges for each piece of luggage.  Charges for baggage in excess of the weight or size carried free by transportation companies are reimbursable if such excess baggage is used for official business (excess personal baggage expense is not reimbursable).  Charges for storage of the baggage are also reimbursable if related to official business. Specific justification must be submitted with the travel expense report for incurring excess baggage weight and storage charges.

[bookmark: _Toc181275892]Telephone, Cell Phone, Fax, and Internet

Expenses for official telephone calls, faxes, and Internet access for official business may be paid or reimbursed.  Cell phone usage may only be reimbursed to employees in the Group 1 plan traveling internationally where the calls for official business cause the employee to exceed the plan’s allotment of minutes.  Employees in cell phone Group 2 or other travelers not in Group 1 will not be reimbursed for cell phone usage.

[bookmark: _Toc181275893]Purchase of Services and Supplies

Expenses incurred for the purchase of office supplies and services are reimbursable when required for official business while in travel status.  Receipts are required.

[bookmark: _Toc181275894]Registration Fees

Registration fees paid for admittance, attendance, or participation in seminars, conferences, or other meetings are reimbursable. The official receipt should be submitted with the travel claim form for reimbursement subject to the following:
Registration fees paid to obtain personal membership or other personal benefits from an organization are not reimbursable. Memberships in organizations must be in the name of the state agency.  However, that is not always possible for every type of membership. Memberships for employees where the employee’s membership in an organization is a benefit to the University must use the employee’s University address.

Registration fees may be paid by the employee and claimed for reimbursement on the employee's travel expense report or paid directly to the organization by the state agency. Payments directly to the organization should designate: (1) the name of the person attending; (2) the date(s) and place of the event; and (3) the total number of each type of meal included in the registration fee (i.e. number of breakfasts, lunches, or dinners). If no meals are included, the voucher should state “No meals included in the registration fee”.  In cases where the cost of meals is included in the cost of registration fees or provided at no cost to the traveler, the meal allowance amount must be reduced as described in the meal allowance section.

In limited exceptional circumstances, the registration fee may be reimbursed without the official receipt by entering the justification on the travel expense report explaining why the official receipt is unavailable and a statement that the claim represents a true and actual claim in accordance with current travel policies and procedures. In addition, the justification should designate: (1) the date(s) and place of the event; and (2) the total number of each type of meal included in the registration fee (i.e. number of breakfasts, lunches, or dinners). If no meals are included, the travel expense report should state “No meals included in the registration fee.” The justification must be signed, not stamped, by department’s travel approver.

[bookmark: _Toc181275895]Persons with a Disability

Employees with a disability are covered by University and State of Kansas travel payment and reimbursement policies and procedures.  If the traveler requires additional assistance, such as through a personal care attendant (PCA), the expenses of the PCA cannot be paid unless there is a formal agreement between the University and the PCA to pay for such expenses.  The agreement must be documented when paying for or reimbursing travel expenses.
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