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.  Purpose and Scope
A. Purpose.

To establish a travel authorization and expense reimbursement policy for official

University travel.

B. Scope.

[reserved]
ll. Definitions

The following definitions apply for the limited purpo icy a

associated regulations.

A. University Travel - Travel on university business that ires the traveler to be

raveler's normal place of employment ten hours or more and

ce of at least 100 miles (one way), not requiring an overnight stay.

of-Airfare Rate - a rate of reimbursement for other modes of travel, which
pased upon the lesser of a rate established by contract between the University
and a specific airline or the lowest practical airline fare (including applicable
discounts, special fares, charters, etc.) available for airline flights which will

reasonably accommodate the traveler's schedule.
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D. Request for Travel Form - the form used to authorize foreign travel paid from
federal contracts or grants and to provide direct payment and/or encumbrance of

associated travel costs, i.e., conference registrations, hotel deposits, airfare, etc.

E. Travel Reimbursement Request Form - the form used to authorize

reimbursement of travel costs incurred by the traveler while on univg

business, and to provide documentation supporting all travel exp@nditures.

more must be documented by a receipt.

.  Policy

A. Advance Approval Requirement

at approved by the Audit Committee.

All travel charged to sponsored projects must be concluded prior to the
funding end date, and otherwise meet the provisions of the sponsoring

agency or, if more restrictive, university policies.



The University of Utah Regulations Library

3. Administrative units within individual departments, schools, or colleges may

require advance approval of travel as determined to meet their individual

oversight responsibilities.

B. Allowable Travel Rate

1. Reimbursement of travel related expenses is subject to compli

President for Administrative Services.

C. Submission of Travel Reimbursement Requ

1. All travel reimbursements must be accompanied ertinent conference

. Insurance coverage offered by automobile rental agencies should not be
purchased (and reimbursement will not be made to the traveler), with two
exceptions. First, auto liability and the loss damage waiver (LDW) coverages

should be purchased from rental agencies for any vehicle rented outside of



The University of Utah Regulations Library

the United States. Second, the loss damage waiver should be purchased
when renting vehicles larger than passenger vans. University travelers
should charge the costs of any rental vehicle to their corporate Diner's Club
Card and, if possible, should utilize the rental agencies which are under state

contract (contract numbers required). University travelers who re ehicle

University does not provide insurance coverag
property. Specific questions regarding i age should be
directed to the university's risk m

information regarding insurance wa

E. Exceptions

il pay reasonable meal (subject to maximum amounts -- see
graph Ill.F.6.), transportation and lodging expenses actually incurred, or
2r diem for meals and incidentals subject to the maximum amounts
specified in the current Schedule of Allowable Travel Rates. The traveler
must select either actual meal reimbursement or per diem for meals for each
travel reimbursement request. When university funds are not available to

reimburse all expenses, an individual is not obligated to travel. However, if
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s/he chooses to travel, it is expected that the traveler will assume the

remainder of the cost. (See IIl.H.6. of this policy).

2. Reimbursement of travel costs associated with sponsored research projects
must comply with all provisions stipulated by the sponsoring agency, or with

all provisions of this travel policy if more restrictive.

3. Travel Reimbursement Request forms must be limited to thé
personally incurred expenses. Except as provided in p
below, traveler or claimant may not request approv,

the expenses of another traveler.

4. When traveling within an area that will all traveler to work or

home the same day, prepaid costs and Cost rei rsements for items such

as registrations, entertainment a tomobile mile should be submitted

for payment on a Payment Reque e Accounts Payable

Department.

als in accordance with this policy, upon

t executive, dean or cognizant vice president.

umber. Reimbursement for a visitor, on behalf of whom no
re made, may be requested on a Payment Request

e traveler's Social Security Number. When the department

sSifes to make prepayment of airfare or lodging on behalf of a visitor, these
ents should be requested using Travel documentation to take
advantage of contracted fees or lodging rates. When Travel documentation is
used for prepayment, any reimbursement should be requested on the same

Travel Document Number.
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6. If the traveler chooses to be reimbursed for actual meal costs, a Daily Meal
Recap Form should be completed and receipts should be submitted for all
meals of $10 or more which are to be reimbursed. The original cash receipt
or credit card receipt is required for reimbursement. The detachable portion

of a restaurant ticket is not acceptable. Actual meal costs will be reimbursed

arious airlines to provide city pair rates which may be cost beneficial to
he'University traveler. These city pair rates are only available, however,

through the state's authorized travel agent (for more information, contact the

Travel Office at 581-7142 or visit their website

at http://fbs.admin.utah.edu/travel/). State contract, city pair rates are not

available for personal travel.
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11. Reasonable and necessary lodging costs (room rental and related taxes), will
be reimbursed. Conference lodging will be reimbursed at the lowest available
single occupancy room rate. Original itemized receipts are required for

reimbursement of these costs. Credit card vouchers are not acceptable.

12. Lodging costs in excess of single room rate will not be reimbursg

when the additional occupant is an authorized university tra

13.

university traveler, including throug : tah Travel Department

and its authorized travel ' e Travel Department has contracted

gth of time in order to obtain a reduced transportation cost,
ses incurred for lodging and meals will be reimbursed only if
el cost savings result. Nothing in this paragraph should be
efpreted as a requirement to extend university travel beyond that required

onduct university business.

2. The university will pay transportation costs based on the lowest practical

scheduled rates as described in the Schedule of Allowable Rates.
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3. Public transportation should be utilized whenever practical while on university
business. Individual charges of $25 or more must be supported by receipts.

Charges less than $25 submitted without receipts must be summarized.

4. When renting an automobile within the United States, travelers should use

rental agencies which are under state contract to take advantagg

insurance coverage (specific contract numbers are required

web page at http://fbs.admin.utah.edu/travel/). The vehi

traveler should result in the lowest cost to the Unive
agency selected, travelers should charge the cos

corporate Diner's Club Card.

States, traveler

age waiver insurance

a. When renting an automobile outsid
should purchase the auto liability and the loss
bursed. The rental

coverage from the agency. Th will be rei

and insurance costs should be rporate Diner's Club Card.
With respect to car e travel to U.S. territories will be

considered foreig

age rate or the applicable in-lieu-of airfare rate, whichever is lower. The
proved mileage rate is the rate in the current Schedule of Allowable Travel
Rates. Reimbursement of private automobile mileage must be supported by

a mileage log with dates and destinations.

a. The university's insurance program does not provide coverage for
physical damage (comprehensive or collision) for any privately owned

automobile, whether or not the automobile is used for university business.

9
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In addition, the university's automobile liability insurance applies only on
an excess basis beyond such coverage provided by the owner of the

vehicles.

6. If two or more persons travel in one private automobile, the reimbursable

properly authorized, the university will reimburse persons traveling on
ersity business for non-transportation costs in accordance with the

chedule of Allowable Travel Rates in effect during the period of such travel.

2. When travel is by either private or university vehicle, expense reimbursement

for additional expenses incurred for meals, incidentals and lodging will be

10
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made according to the Schedule of Allowable Travel Rates for each traveler

on approved travel status only when overall savings result.

3. Authorized travel status does not include interim periods of time scheduled
primarily for the convenience of the traveler, including side trips, layovers,

and late returns which are not necessary for the conduct of unive

business.

4. Authorized registration fees for conferences or meetin
proof of payment, (i.e., receipt or canceled check

reimbursable. Such fees or deposits may be pai

bursement Request, subject
olicy 3-031. See the Schedule of

should pertain to the individual university

eler has requested to be reimbursed for the actual

as outlined in the Schedule of Allowable Travel Rates. Receipts
ot required if per diem reimbursement is requested. If the traveler

ests reimbursement for actual meal costs, reimbursement may not
exceed the greater of $50 or 120% of the applicable per diem rate. Whether
the per diem or actual reimbursement is requested, if the traveler is recruiting
or otherwise entertaining for business purposes, reimbursement of the actual
cost of the recruitment entertainment meal will only be made when the

related expense is consistent with the University Recruitment and

11
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Entertainment Expense Reimbursement Policy (Policy 3-031) and has been
properly approved. See the Schedule of Allowable Travel Rates for
reductions in the per diem allowance when the actual cost of meals is
reimbursed in accordance with the recruitment and entertainment policy.

(Note: The traveler must select either actual meal reimbursement

diem for meals for each trip individually.)

university should be made on the university WATS

aveling in distant cities, calls to cities other than Salt Lake

ation about telephone credit cards may be obtained from the
ommunications Department. Personal telephone calls to the University
aveler's home or place of residence will be reimbursed in an amount not to
ceed $5 per day. Exceptions may be authorized by the cognizant vice

president.

|. Reimbursable Costs: Advances

12
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1.

University funded advances for estimated expenses will ordinarily not be
issued to university travelers. Costs of travel may be charged on charge
cards available through the university to qualifying travelers. Under unusual

circumstances, university funded travel advances may be obtained by

icate to what extent travel expenses will be paid by

entity. If the reimbursement is paid directly to either the

13
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Sections IV- VIl are for user information and are not subject to the approval of the
Academic Senate or the Board of Trustees. The Institutional Policy Committee, the

Policy Owner, or the Policy Officer may update these sections at any time.
IV. Policies/ Rules, Procedures, Guidelines, Forms and other Related Resources

A. Policies/ Rules.

1. Rule R3-030A: Airfare Costs and Class of Services

2. Rule R3-030B: Travel Cash Advance

3. Rule R3-030C: Per Diem Rule

4. Rule R3-030D: International Travel Safe surance
B. Procedures, Guidelines, and Forms.

1. Procedure P3-010A: Wire Transfe S

2. Guideline G3-030A: Vic idents Deans, Approval of Travel

Reimbursements

C. Other Related Re ces!

1. Buying a

V. References
vals Required for Financial Transactions

itment and Entertainment Expenses Reimbursement Policy

designated contact officials for this Regulation are

A. Policy Owner(s) (primary contact person for questions and advice): Associate

Director of Travel Services
B. Policy Officer(s): Vice President for Administrative Services

14
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See Rule 1-001 for information about the roles and authority of policy owners and
policy officers.

VIl. History
Revision History.

A. Current version. Revision 18.

1. Revisions 17 and 18 are editorial revisions to Revision whi
approved by the Board of Trustees on July 13, 199

2. Legislative History
3. Editorial Revisions

a. Editorially revised August 15, 2022 to move to

ent regulations

template.

b. Editorially revised February 25, replace gender-specific pronouns

B. Previous versions.
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