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I
MILEAGE ONLY (Blanket Travel)

A traveler may request to be reimbursed for mileage expenses only.  The Blanket Travel Reimbursement Form is for trips that are continually repeated, only in-state travel and one-day trips.  Only mileage expenses are covered by blanket travel.  When requesting mileage on clinic or site visits, please attach any information that explains purpose of travel when processing the reimbursement.  Also if requesting specific mileage to a location that is not listed in the mileage log, a personal mileage log is required including the areas traveled to, the odometer readings to and from each site, the purpose of each trip and the total mileage traveled.  Registration, tuition fees, meals and all other expenses are not covered by blanket travel.

Employees and students using a state vehicle must be covered by department blanket travel. A Blanket form must be filled out on a yearly basis and filed in the Travel Office. If there are any questions concerning employees covered by the department blanket travel, please contact Pam Riegel at 737-1076.

Steps to processing Blanket Travel:

1. Fill out section one of the new reimbursement form, which is located on the Accounts Payable web site.  The address is http://www.ecu.edu/financial_serv/accountp/#reimb.   The traveler’s signature and the supervisor’s signature is required before traveler goes on the trip.

2. The department will need to hold on to the travel paperwork until trip is completed.

3. Once the trip is completed, the travel reimbursement section two and three will need to be filled out completely and accurately.  The mileage rate is .485 cents per mile as of January 1, 2007, if a state car was not available. Written documentation must be included from the Motor Pool office indicating a car was not available.  Refer to State Budget Manual.  If traveled to locations that are not listed in our mileage log, a personal mileage log will need to be attached.  Get the appropriate signature in section two part nine.  Then send the originals to the Travel office.

4. If the reimbursement is sent to the Travel Office after the 15th of the following month, the department will need to attach a late memo.  Anytime the travel is processed after the allowed time, the Travel Office has the option of denying the request for reimbursement.

NO FUNDS REQUESTED

Even though the traveler does not wish to be reimbursed for any part of their trip, or if their travel expenses are being covered by another agency, their travel must be on record in the department office.

Steps to processing No Funds Requested:

1. Fill out section one of the new reimbursement form, which is located on the Accounts Payable web site. The traveler’s signature, date, the supervisor’s signature and date are required prior to the traveler’s trip.

2. In the cost estimate area put NFR.

3. Department needs to keep paperwork until after the trip has occurred.

4. After the traveler returns from the trip, the department signature and travelers signature is required in section two part nine.

5. Keep paper work in office.  DO NOT SEND TO TRAVEL OFFICE. 

PREPAID EXPENSE

Even though the traveler is not requesting reimbursement because their travel expenses were prepaid by ECU, a reimbursement form must be on record in the department office.

Steps to processing Prepaid Expense Reimbursement:
1. Fill out section one of the reimbursement. The traveler’s signature and the supervisor’s signature are required.

2. Hold travel reimbursement in department until travel has occurred.

3. Complete section two and three.

4. Section three: note the dates of the meeting.  List the DP# and the AT# and ProCard. 

5. Travel reimbursement must be received in the Travel Office within thirty days of the return date.  If the travel is submitted late, the department will need to attach a late memo.

6. Original reimbursement and back up are required in the travel package.

II
IN-STATE TRAVEL (Including Overnight Stays) 

In-state travel follows normal rules and regulations. The expense accounts that are used when the travel is processed are determined on the traveler’s destination (in-state, out-of-state, foreign). If the traveler were going on university business in state, then use in-state accounts. Travelers are allowed one day of travel before the beginning of a conference and one day of travel after the conclusion of a conference.  If more days of travel are being requested for reimbursement, documentation must be attached to justify the extra travel days.  If the justification is lower airfare, documentation from the travel agency is required showing the amount of money that was saved.  The amount of savings must be enough to cover any extra hotel and meal expenses that are incurred.

Steps for One-Day trips and In-State travel:
1. Complete section one of the Travel Reimbursement Form.  This form is located on the Accounts Payable website.

2. Section one should be completed prior to the departure date.  Be sure to put the departure date and return date in section one.

3. The traveler’s and the supervisor’s signatures are required prior to the departure date.

4. Hold travel reimbursement in the department until travel occurs.

5. After trip has occurred complete section two and section three.  In part seven, list the travelers out of pocket expenses only.

6. Lunch is not reimbursable on one-day trips.  If the traveler leaves prior to 6:00 am due to meeting time and travel time, the traveler can receive breakfast.  If the traveler returns home after 8:00 pm due to the time the meeting ended and the travel time home, the traveler can receive dinner. 

7. Once section three, subsistence has been completed, and the circle for in- state are marked in section two.  The automated Travel Reimbursement Form will calculate excess hotel and excess meals in section two.

8. Excess meals cannot be reimbursed by a state fund or a grant fund, only a practice plan fund or other funds can be used to reimburse traveler for excess meals.
9. Traveler’s signature and department signature are required in section two, part nine.

10. If the registration fee or the airline ticket were prepaid by the University, list the Direct Payment number and the Airline Authorization Ticket number in section three. Or, write, “Paid on ProCard” and send a copy of the ProCard statement. 

11. The Travel Reimbursement form must be received in the Travel Office within thirty days of the return date.  If the travel packet is late, the department will need to attach a late memo.  The Travel Office has the option to deny the request for reimbursement anytime the paperwork is received after 30 days from the return date.

12. Original reimbursement and backup documents are required with the travel package.  If originals are not available, please attach a memo that explains why originals were not included in the travel package, sign and date.  Send paperwork to the Travel Office to be processed.

III
OUT-OF-STATE TRAVEL

Out-of-state travel follows normal rules and regulations. Out–of-State expense accounts will be used when travel is processed.  Travelers are allowed one day of travel before the beginning of a conference and one day of travel after the conclusion of a conference.  If more days of travel are being requested for reimbursement, documentation must be attached to justify the extra travel days.  If the reason is that lower airfare was realized, documentation from the travel agency is required showing the amount of money that was saved.  The amount of savings must be enough to cover any extra hotel or meals expenses that are incurred.

Steps to processing Out of State travel:
1. Complete section one of the Travel Reimbursement Form, which is located on the Accounts Payable website.  Be sure to put departure date and return date in section one.

2. The traveler’s and the supervisor’s signatures are required prior to the departure date.

3. Hold travel reimbursement in the department until travel occurs.

4. After trip has occurred, complete times in section one.  Also complete section two and three.  In part seven, list the travelers out of pocket expenses only, which includes mileage.

5. Once section three, subsistence has been filled out, and the circle for out-of- state has been marked in section two.  The automated Travel Reimbursement Form will calculate excess hotel and excess meals.  Excess meals can only be reimbursed out of practice plan funds or other fund accounts.  A state fund or a grant fund cannon reimburse excess meals.
6. Traveler’s signature and department signature are required in section two part nine.

7. If the registration fee and the airline ticket were prepaid by the University, list the Direct Payment number and the AT# or write “paid on ProCard” in section three and send copy of the ProCard statement
8. The Travel Reimbursement Form must be received in the Travel Office within thirty days of the return date.  If the travel is submitted late, the department will need to attach a late memo.  The Travel Office has the option to deny the request for reimbursement anytime the paperwork is received after 30 days from the return date of the trip.

9. Original reimbursement and backup documents are required with the travel package.  If originals are not available, please attach a memo explaining why originals were not included in the travel package, sign and date.  Send paperwork to the Travel Office to be processed.

IV
FOREIGN TRAVEL

All foreign travel must be approved by the Vice Chancellor.  Airline Tickets, Registrations Fees, or Travel Advances cannot be processed until the Vice Chancellor has approved the foreign travel. Travelers are allowed one day of travel before the beginning of a conference and one day of travel after the conclusion of a conference.  If more days of travel are being requested for reimbursement, documentation must be attached to justify the extra travel days.  If the reason is that lower airfare was realized, documentation from the travel agency is required showing the amount of money that was saved. The amount of savings must be enough to cover any extra hotel or meals expenses that are incurred.  Exchange rate must be shown on the reimbursement form.  Conversion calculations must also be shown on all backup documentation. Use the following web address for currency conversion: http://www.xe.com/ucc/ 

Steps to processing a Foreign Travel:
1. Complete section one of the Travel Reimbursement form.  The travel form is located on the Accounts Payable website.

2. The traveler’s and the supervisor’s signatures are required prior to the departure date.

3. Attach backup documentation concerning dates of the meeting and business information.  Also provide the fund and organization information that will be used when travel is processed.

4. The department is required to send paperwork to the Vice Chancellor’s office for prior approval. 

5. This approval is needed from the Vice Chancellor’s office before the department processes the registration fee or airline ticket information for payment to be prepaid by the University.  

6. Once approved, paperwork will be returned to the department.  Hold on to this paperwork and attach original approval from the Vice Chancellor’s office with the Travel Reimbursement Form once trip has been completed.

7. Attach a copy of this approval to the registration paperwork and airline paperwork when sending in to the Travel Office to be processed.

8. Once the travel is completed, complete section two listing only out of pocket expenses in part seven.  Also complete section two and three of the reimbursement.  List breakdown of each expense from foreign currency into US dollars.

9. Original travel package should be sent to the Travel Office.

10. The Travel Reimbursement Form must be received in the Travel Office within thirty days of the return date.  If the travel is submitted late, the department will need to attach a late memo.  The Travel Office has the option to deny the request for reimbursement anytime the paperwork is received after 30 days from the return date of the trip.
V
FACULTY CANDIDATES

Per Diem allowances for faculty candidates are in-state allowances, and non-employee expense accounts should be used (See chart of accounts included in this manual).

Faculty Candidates First Visit: STATE FUNDS
 Will pay for:

· Subsistence at per diem rate for only 2 nights/3 days (5 days if one is Saturday)
· Transportation (only the mode by which the candidate arrived and departed)
· RENTAL CARS only with justification and prior approval
· Taxi – Receipt required

· Baggage - $8.00

· Airport parking- Receipt required

OTHER FUNDS:  will pay for:

· Excess subsistence for the same 2 nights/3 days

· Anything over 2 nights/3 days (week days) will have to be paid by the department's other funds not State money

Faculty Candidates Second Visit:

Cannot be paid from State money
Other funds will pay for the candidate and the candidate's spouse for the following:

· 2 nights/3 days (per diem and excess)

· Transportation 

· Taxi – Receipt required

· Baggage - $8.00

· Airport parking- Receipt required

A separate travel reimbursement form must be submitted for the Candidates spouse. The reimbursement form must have original signature of the Candidate and spouse. 

Steps to processing paperwork for Faculty Candidates:

Faculty Candidate and candidates spouse should follow the above exceptions and all other normal rules and regulations. 

VI
TRAVEL ADVANCE

Travel advances may be issued when deemed necessary and approved by the departmental chairperson. Travel advance requests cannot be submitted for less than $200.00.  Advances are issued for only 80% of the total cost of the trip except for the following: 

  

1. Airline Tickets
2. Registration

3. Rental Car

4. Excess Meals    

The Travel Office cannot issue the travel advance check more than five calendar days prior to the travel.  All outstanding advances must be closed out before Accounts Payable will process an additional advance request.  Be sure to use the same account number when processing the reimbursement that was used on the travel advance.

Steps to processing a Travel Advance:

1. The Travel Advance Form is located on the Accounts Payable website.

2. Complete Part A 

3. Part B: estimated expenses and amounts.

4. If an airline ticket is being prepaid by the University or an Airline Authorization Ticket Form is processed, only list the Airline Authorization Ticket Form or write “paid on ProCard”.

5. In Part C Section 2, calculate 80 percent of the total amount of the estimated expenses as the authorized total for the request. Round off the total. In Part C Section 1, list the fund number, organization number and the amount of the requested advanced.

6. Part D, signature of the traveler and the department chair are required.

7. The Travel Advance Request should be submitted to the Travel Office at least two weeks prior to the departure date.

8. All outstanding advances must be closed out before the Travel Office will process an additional advance.  

9. Use account number 73299 for all travel advances.

10. Please include contact’s name and phone number at the bottom of the form in the event more information is needed.

The travel advance amount is subtracted from the total on the Travel Reimbursement Form, which is to be submitted within 30 days of the return date.  Failure to repay a travel advance within 30 days of the trip can result in a deduction from traveler’s paycheck and may not be eligible for future travel advances from the University.  Always use the same fund, organization, and account numbers when processing the reimbursement that were used on the Travel Advance. 

VII
CANCELED TRIPS

When a trip is canceled, the travel reimbursement must be processed and on record in the Travel Office.  If processed more than 30 days after the returned date, a memo of department justification must be attached.

Steps used in processing a Canceled Trip:

1. Complete section one of the new travel reimbursement form.  This form is located on the Accounts Payable website.

2. The traveler’s signature as well as the supervisor’s signature is required.

3. Once the department has been informed that the trip has been canceled, note canceled in the cost estimate area.

4. Keep travel form in r files.  Do not send to the Travel Office.
Pre-Paid Airline Tickets for Canceled Trips

If an airline ticket has been purchased by the University to be used on a trip that is subsequently canceled, the department needs to call Quixote Travels to rebook if possible or check with travel agent to see if a credit voucher can be given, in order to avoid losing the airline ticket entirely. Usually they will charge $100.00 rebooking fee and the ticket will be good for one year.  Need a memo explaining why the trip was cancelled and a copy of the Airline itinerary.

Pre-Paid Registration Fees for Canceled Trips

If registration has been pre-paid by the University, the department will need to see if a refund can be given on the registration.  If refund cannot be given, please note that on the reimbursement when processed.  If a refund is given, the department will need to attach the refund check, a memo noting the fund, organization and expense account along with a copy of the Direct Payment form. 

VIII
AIRLINE TICKETS 

Purchased by the Traveler

Tickets for commercial air travel may be purchased by the traveler and claimed on their expense account.  Travel by "Air Coach" must be utilized.  Flight insurance is not reimbursable.  To reimburse the traveler for airline expenses, the department must attach the passenger’s receipt that should show the dates of the travel, the cost of the ticket, and/or the travel itinerary, boarding passes, credit card statement, or back up that shows paid in full. 

Purchased in advance by the University

The traveler can either pay for their airline ticket and be reimbursed on their Travel Reimbursement form, or they can have the university pre-purchase the ticket by processing their airline ticket on the University ProCard.  Any individual ticket purchases exceeding r transaction limit cannot be processed on the ProCard and must be processed on an Airline Ticket Authorization Form.

Steps used in processing airline ticket on the ProCard:

1. The department will need to notify the travel agent to make arrangements concerning the traveler’s air information.  The department must provide name, address, and phone number at the time arrangements are made.

2. If travel arrangements are made more than thirty days in advance, a letter of justification must accompany the travel package and the AT.

3. Airline Tickets are usually not purchased in advance for non-employees.  Prepaying for an airline ticket for a non-employee will be looked at on a case-by-case scenario.  If the airline ticket is for a non-employee is approved to process, a letter of justification must accompany the AT or the explanation can be e-mailed to Brenda Sutton in Accounts Payable.   Once the arrangements are made, the travel agent will need to fax or e-mail the department the airline itinerary.

NUMBERS 4 AND 5 PERTAIN TO WEST CAMPUS ONLY

4. The department will need to note the following information on the faxed airline itinerary:

· Account Number

· TR#

· Department signature of approval

· Travel agent’s name and phone number

5. The business office (Cathy Alphin) must receive all information from the department as soon as possible in order to provide the travel agency with the ProCard information within a 24-hour period.
6. Section one of the travel reimbursement form will need to be processed noting the purpose of the trip, destination, dates of arrival and departure.

7. If the travel is a foreign trip, the department will need to receive prior approval from the Vice Chancellor’s office before approval can be given for the airline itinerary.  The Travel reimbursement would need to be sent to the Vice Chancellors Office.  Once approval is given, the travel will be returned to the department. 

8. The appropriate signature on the reimbursement is needed in section one before the traveler leaves on the trip.

9. The department will need to retain the travel form in their office.

10. The travel agency will deliver the ticket to the department via courier, unless an e-ticket is processed. Then the department will only receive the airline itinerary. 
11. The travel agency that is set up with the University to process the airline ticket on a ProCard is Quixote Travels Inc.
12. East Campus airline tickets may be purchased online using r ProCard.
Charter Aircraft Flights

The department chairperson may approve the use of charter aircraft provided the following is substantiated and put in writing:

1. A state aircraft is not available or not appropriate for the size of the party traveling or the destination airport.        

2. The use of a charter flight is more economical than a commercial flight.

3. The use of a charter flight is necessary because of unusual circumstances.

If someone flies his or her own plane, the University will pay the cheaper of the ground mileage or commercial airfare.

IX
REGISTRATION AND TUITION FEES

Registration fees are charged to the following expense accounts:

In-State

73551
Out-of-State

73552
Foreign

73553
Non-employee
73554
The traveler can either pay for their registration fees and be reimbursed on their Travel Reimbursement form, or submit a Direct Payment to Accounts Payable office.   should allow four weeks for the Direct Payment to be processed.  ProCard must be used for registration beginning 1/1/2005.  If the traveler pays the registration, they must submit a receipt showing that they paid the fee.  This receipt must clearly indicate personal payment or the traveler must attach a canceled check (copy of the front and back of the canceled check) or a credit card receipt/statement. The University will not prepay a meal that is included with a meeting and back up should clearly show that information. If a meal is provided in the registration cost whether that person goes or not unless there was a meeting conflict or traveler has note that they are under doctors care, the meal will not be reimbursed at per diem to the traveler. A personal check or credit card number will need to be attached to the form or a credit card number listed on the form.

If the registration is processed on a ProCard, please note registration was paid via Procard on the Travel Reimbursement and send a copy of ProCard statement.    Also, please attach all back up related to registration with the Travel Reimbursement.

X
LODGING

The following are the per diem allowances for lodging:

In-State

$63.75/night

Out-of-State

$75.50/night

When an employee stays in a state-operated facility and the lodging charge is less than the established rate, the maximum amount reimbursable will be the amount charged. Lodging expense is not reimbursable in an employee's hometown or city.  

Lodging is reimbursable at the single rate.  The hotel bill must clearly note that the rate is the single rate (for example, the bill shows that the number of persons in the room is 1).  If the hotel bill does not clearly indicate that the rate charged is the single rate, must indicate so by writing the words “single rate” on the hotel bill. In cases where the double rate is less than or equal to the single rate, the double rate will be reimbursable if an explanation of these charges is written on the hotel bill showing the room rate.

In cases where two university travelers are sharing a room, one traveler should submit the original bill with their reimbursement request and the other should submit a copy of the bill.  Both travelers should attach a note explaining that the room was shared, and each traveler must claim half of the room charge per night on their reimbursement.  If one of the travelers actually paid for the room, they can be reimbursed the full amount.  Just attach a note stating that they paid the whole amount.
In cases where the university employee is traveling with their spouse or an acquaintance and the double rate is charged, the single rate is the amount to be reimbursed.

THE ORIGINAL HOTEL BILL IS REQUIRED AS A RECEIPT FOR REIMBURSEMENT. If the original is not available, a memo explaining why original is not attached should be included with the travel.  The person should sign and date memo.  E-mail is fine also. The hotel bill must be itemized from a commercial establishment and show the cost per day including relevant taxes.  A zero balance must be shown on the hotel bill.

XI
MEALS   

The following are the per diem allowances for meals:

In-State
Out-of-State & Foreign

Breakfast

$ 7.50


$ 7.50
Lunch
   

$  9.75

$ 9.75
Dinner

$16.75 

$19.00
TOTAL MEALS
 $34.00

$36.25
Employees receive allowances for meals for full days of travel and for partial days (less than 24 hour period) when the partial day is the day of departure or the day of return and involves an overnight stay.  To be eligible for specified meals on partial travel days the traveler must:

Breakfast:
Depart duty station prior to 6:00 a.m.

Lunch: 
Depart duty station prior to 12:00 a.m.

Return to duty station after   2:00 p.m.

Dinner:
Depart duty station prior to 5:00 p.m.

Return to duty station after 8:00 p.m.

If an employee is not involved in overnight travel, there will normally be no reimbursement for morning, lunch or evening meals.  If, however, unusual circumstances require an employee to leave his duty station prior to 6 a.m. and/or return after 8 p.m., the cost for morning and/or evening meals incurred may be reimbursed if justifiable.

To be eligible for allowances for the breakfast and evening meals employees must comply with the following criteria:

a.
Breakfast ‑ Depart duty station prior to 6:00 a.m. and extend the normal workday by two (2) hours.

b.
Dinner (Evening) ‑ Return to duty station after 8:00 p.m. and extend the normal workday by three (3) hours.

c.
To be eligible for both meal allowances the employee must have worked five (5) hours longer than the normal workday.

d.
The travel must involve a travel destination located at least 35 miles from the employee's regularly assigned duty station (vicinity).

Lunch is never allowed on a one-day trip, except when it is pre-planned as part of the meeting and included in the registration fee.  

When an employee has meals in a state-operated facility (the no lunch provision is applicable here also) and the meal charge is less than the established rate, the maximum amount reimbursable will be the amount charged.  

Tips for meals are only allowed out of non state funds and only at a maximum of 15% of the meal charge. 

No excess above the per diem allowance will be allowed for meals on State or Grant monies unless such costs are included in registration fees.  Excess meals are allowed on MFPP or other funds with an itemized receipt. (If no itemized receipt is available and the traveler wishes to be reimbursed for the excess amount over per diem expenses, a non-itemized receipt may be used if a statement is included that no alcohol was purchased with that meal.  The traveler must sign the statement).  

NO ALCOHOLIC BEVERAGES ARE REIMBURSABLE.  NO TIPS OR TAX ON ALCOHOLIC BEVERAGE ARE REIMBURSABLE.

All meal expenses must be paid by the traveler and reimbursed on a Travel Reimbursement form.  No meals can be pre-paid by the university unless they are included in a registration fee and a meeting is involved.

Meals that are a part of a registration and/or tuition fee must be excluded from the subsistence expense on the travel reimbursement, even if the traveler did not participate.

A continental breakfast is not considered a full breakfast, so reimbursement for breakfast is allowed.   A buffet breakfast is considered a full breakfast, so reimbursement for breakfast is not allowed. A brunch is considered lunch and cannot be reimbursed. A reception is not considered a dinner, so reimbursement for dinner is allowed.

XII
OTHER EXPENSES

Baggage tips

Tips for handling baggage at common carrier terminals and tips for the handling of baggage when arriving at or departing from the place of lodging are allowed, when reasonable, and must be itemized under "Other Expenses". There is an eight-dollar ($8.00) limit per trip.       * No other tips allowed on the state budget.
PHONE CALLS

Business Calls:

Official phone calls are reimbursable under "Other Expenses".  Calls over $3.00 must be identified as to point of origin and destination.  There must be documentation to show the charge billed for the call (for example, a hotel bill, telephone bill, or a calling card bill).  Calls cannot be reimbursed if no backup is provided.

Personal Calls:

An employee will be reimbursed for 1 personal phone call every second night that they stay and may not exceed $3.00 per phone call for in-state calls and $5.00 per phone call for out-of-state calls.

Internet Charges:
Internet charges can be paid if Business Related. Please document on the receipts that the charges were for business purpose (checking e-mail, online courses). There is no set amount that can be reimbursed.

XIII
STATE CARS

When traveling by car is determined to be feasible, a state car, when appropriate and available, should be used instead of a private car.  

State owned cars should be used for official state business only.  It shall be unlawful for any officer, agent, or employee of the State of North Carolina, or any county or of any institution of agency of the State, to use for any private purpose whatsoever any car belonging to the State, or to any institution or agency of the State.  State vehicles shall be driven only by state employees and used for official State business only. 

A state employee is any individual working for the State of North Carolina who receives a state check for wages or salary with taxes withheld.  Residents and medical students (or any other individuals who are not state employees) will not drive state cars for any purpose.  Persons not employed by the State may accompany state employees who are driving State-owned vehicles when they have an interest in the purpose of the trip and their presence is related to State business.  Wives/husbands and children of state employees may accompany them in state cars, if ample space is available and all travel is strictly for official state business.  Only approved state employees may drive state cars.  Employees using a state vehicle must be covered by department blanket travel.  
Questions concerning who is covered on the department blanket travel list, please contact Pam Riegel at 737-1076.  Contracted persons may not drive a state car.

When a state-owned car is used for official travel, parking and storage fees, tolls and required repairs are legitimate charges to the state, provided necessary receipts are obtained. When needing gas for the state cars, must use the credit card provided for in the car. If the card does not work for some reason, then will need to pay for the gas and can be reimbursed when come back from the trip on travel reimbursement. 

At the employee's destination, state cars may be used prudently for travel to obtain meals, but not for private purposes or for entertainment while off duty.  

No common carrier or public transportation fares are reimbursable on a trip on which an employee uses a state car, unless it is shown that such transportation was more economical in a particular situation

PRIVATE CARS

Employee’s Convenience 

Reimbursement for expenses incurred while at the employee's destination may be made for travel to obtain meals.  No common carrier or public transportation costs are reimbursable on a trip when reimbursement is authorized for a private car, unless it is shown that such transportation was more economical in a particular situation.  

Reimbursement of costs incurred through use of a private car should be for direct mileage between points on the employee's itinerary.  A log should be kept which accurately records miles driven for official university business and should be submitted with the reimbursement. 

Tolls and parking are reimbursable to employees using a personal vehicle.  Itemized receipts are required. 

The computerized atlas in the Travel Office determines mileage to and from the destination of the trip.  Twenty-percent (20%) is added to the mileage determined by the computer since it only measures miles from city limit to city limit.

A mileage chart has been included with this manual listing commonly visited cities. This mileage already reflects the 20% increase allowed. If the city need is not listed, go to mapquest.com and put in the information and it will give the mileage.  Print this out and put with travel reimbursement.
TAXIS AND LIMOUSINES

The department chairperson must approve the use of taxis and limousines. The actual costs of taxi and limousine fares are reimbursable when required for travel on state business. Taxi fares are not reimbursable for intercity transportation, except when no less expensive mode of transportation is available within a reasonable period.  Reimbursement for taxi and limousine fares from the airport to the meeting hotel and the return trip does require receipts. 

 must have the name, address, and phone number of the cab company on a receipt signed by the taxi driver for each trip.  No tips for taxi service can be reimbursed.

XIV
RENTAL CARS

Rental car charges at the least expensive available rate are reimbursable when required for intercity travel when no available mode of transportation is practical. No reimbursement may be made for use of a rental car in state when a car or a private car is available.  The departmental chairperson must approve requests for the use of a rental car in advance.  The University will not be responsible for insurance charges and reimbursement is not allowed.
Other funds should be used for rental cars for faculty candidates. Normal rental car reimbursement rules apply to all current faculty and staff.

*Effective July 1, 1989, the state's automobile coverage was amended to "afford protection for accidental collision or upset damage for all motor vehicles rented or leased by state employees in the pursuit of business affairs of the State of North Carolina."  The collision damage waiver for rented vehicles applies only to vehicles; 1) rented in the name of East Carolina University or the State of North Carolina, 2) rented for less than a 30-day period, and  (3) rented and used in the United States, its territories and possessions, Puerto Rico, and Canada.  With this new law in place, users should not approve any type of insurance charges on rental car agreements.  
Rental car contracts change from year to year so it is best to go to the Materials Management’s web page, www.ecu.edu/purchasing/Travel.htm , or call them at 328-6434 to check on the current company.
Renters must adhere to the following conditions:

· Use of the ECU Visa ProCard is not approved for payment of car rentals charges.

· The University will not be responsible for insurance charges, and reimbursement is not allowed for such charges.

· No reimbursement may be made for in-state use of the rental car when a state car or private car is available.

· The travelers visiting ECU are responsible for making their own rental car arrangements due to risk management/liability issues.

Reservations:  Requires that all car rentals be held by a credit card.  A direct bill program is no longer available so renters must use personal credit card or University sponsored American Express card to secure the reservation.  Rental payments covered by an approved Travel Reimbursement Form may be submitted to A/P for reimbursement with itemized, priced documentation receipts.   must sign receipt copy of the rental agreement, as the credit card statement by itself will not suffice.

XV
TRAVELERS OTHER THAN STATE EMPLOYEES

1. Non‑state Employees

Non‑state employees traveling on state business, whose expenses are paid or reimbursed by the State of North Carolina, are subject to these regulations, including statutory subsistence allowances, to the same extent, as are state employees.  Travel expenses for members of a non‑employee's family are not reimbursable.  No travel advances will be made to non-state employees.

2. Prospective Professional Employee

Department chairpersons are authorized to approve reimbursement of transportation expenses of prospective professional employee from outside North Carolina visiting state agencies for employment interviews.  These expenses are limited to transportation and sub​sistence for three days at the in‑state rate.  

3.  Students
Students at state institutions that travel on official state busi​ness and whose expenses are paid or reimbursed by the State of North Carolina are subject to these regulations, including statu​tory subsistence allowances, to the same extent, as are state em​ployees.  Travel by students for the purpose of participating in athletic contests and activities of student organizations must be paid from funds supporting the particular organization or activi​ty, not state funds.

4.  Attendants
State policy does not permit the payment of salaries for atten​dants for handicapped employees.  Any employee requiring physical assistance while on state business must provide it at his or her own expense.  Payment of travel expenses for attendants may be reimbursed in extraordinary circumstances if advance approval is obtained from the Department Chairperson.

The original Reimbursement for Travel form must have the original signature of the Traveler and Department Chair, or they will be returned to the department.  

All travel including Grants will follow State guidelines.  The expense accounts are as follows:

	
	
	In 
	Out
	
	Non 

	
	
	State
	State
	Foreign
	Employee

	Transportation
	Air
	73201
	73205
	73209
	73262

	
	Ground 
	73211
	73215
	73219
	73263

	
	Other
	73221
	73225
	73229
	73264

	Subsistence
	Lodging 
	73231
	73235
	73239
	73282

	
	Meals
	73241
	73245
	73249
	73283

	Baggage, tips, phone, etc.
	
	73251
	73255
	73259
	73284

	Registration
	
	73551
	73552
	73553
	73554


Other Helpful Tips about Reimbursements:
A.
INDICATE WHO PREPARED THE REIMBURSEMENT.  It is very helpful to indicate who prepared the reimbursement and a phone number where they can be reached in the blank at the bottom of the form labeled "Prepared By:” If there are any questions about the reimbursement, it is much easier to contact the correct person if this information is given.

B.
IF  NEED MORE ROOM ON THE REIMBURSEMENT FORM.  If the trip is more than three days long it will be necessary for to click on the extra page tab listed at the button of the travel form online.  

C.
TAPE SMALL, LOOSE RECEIPTS TO A BLANK 8 ½” x 11" PIECE OF PAPER.  This helps to keep things neat, which makes it easier to process.  Also, small receipts are less likely to get lost if attached to a piece of paper.  

D.
IF THE TRAVELER LOSES THEIR AIRLINE TICKET RECEIPT.  In the case where a traveler looses their airline ticket receipt, should contact the travel agency and have them send (by mail or fax) a copy of the flight itinerary, which must include the traveler's name, the flight itinerary, and cost of the ticket.  This should be submitted in the place of the airline ticket receipt with a note written on it that the original airline ticket receipt was lost.

XVI
TRAVEL REIMBURSEMENT CHECKLIST

Before turning in a travel reimbursement, please check the following:

1. _____
Departure/Return dates & times are indicated.

2. _____
 Mileage is .485 cent per mile when a state car is not available. Need documentation that state car was not available.
3. _____
The reimbursement form needs the Department Signature.

4. _____
Airline Ticket Receipt & boarding passes are included (This applies even if paid on ProCard). Need ProCard statement if used.
5. _____
Hotel bill shows a -0- Balance or a receipt is included showing payment.

6. _____
Hotel bill notes the single rate.

7. _____
All expenses claimed must have original receipts. 

8. _____
The reimbursement form needs the Traveler’s signature.
9. _____
If reimbursement is being submitted more than 30 days past the return date, a memo stating why the reimbursement is late is required.
10. _____
Each individual expense paid out of pocket including mileage is covered in Section 2, #7.
11. _____
Excesss meals must have itemized receipts.
12. _____ Traveler’s Banner ID number. 

13. _____ Personal phone calls are allowed every second night of stay during business times ($3.00 in state) ($5.00 out of state). Internet charges are allowed for business purposes. No set amount.
14. _____ Need written justification of rental car purchase.
15. _____
Need to take off the rental car receipt any insurance charges, additional driver expense and any upgrades.
16. ______ Need copy of Direct Payment attached or copy of ProCard if items were prepaid.
17. ______ Need meeting itinerary to determine if any meals were provided.  Must show place and dates.  If no itinerary, something that lets know when and where to go such as an e-mail. 

18. ______ Need prior approval in section one with traveler’s and supervisor’s signature.  Foreign travel also needs vice chancellor’s signature.
19. ______ Foundation accounts need to go to the foundations for approval before coming to the travel office to be processed.   

20. ______ Blanket Travel must be submitted to Travel Office by the 15th of the                                   following month.                                        

NEEDED FOR TRAVEL REIMBURSEMENT:

Reimbursement for Travel-
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The completed original reimbursement form
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TRA must be signed and dated prior to trip
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Original receipts  
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Written justification for rental cars
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Boarding passes, airline tickets, and itinerary must be attached
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If another organization paid for the air or registration, state who paid for it
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If any portion of r travel was paid by the ProCard a copy of those receipts/statement must also be included in r travel packet.

XVII


MILEAGE CHART

	CITY
	One Way

	Ahoskie, NC 
	70

	Alexandria, VA 
	287

	Allentown, PA 
	488

	Ann Arbor, MI 
	862

	Annapolis, MD
	 328

	Apex, NC 
	106

	Arapahoe, NC
	 77

	Arlington, VA 
	271

	Asheboro, NC 
	170

	Asheville, NC 
	368

	Athens, GA 
	475

	Atlanta, GA 
	534

	Atlantic Beach, NC 
	98

	Augusta, GA 
	386

	Aurora, NC 
	59

	Ayden, NC 
	13

	Baltimore, MD 
	336

	Banner Elk, NC 
	329

	Battle Creek, Ml 
	931

	Bayboro, NC 
	72

	Beaufort, NC 
	100

	Belhaven, NC 
	61

	Benson, NC 
	89

	Bethel, NC 
	17

	Bethesda, MD 
	306

	Beulaville, NC 
	66

	Black Mountain, NC 
	352

	Blacksburg, VA 
	299

	Blowing Rock, NC 
	310

	Boone, NC 
	308

	Boston, MA 
	793

	Birmingham, AL 
	704

	Buffalo, NY 
	710

	Buies Creek, NC 
	101

	Burlington, NC 
	150

	Buxton, NC 
	162

	Cape Cod, MA 
	871

	Cape May, NJ 
	372

	Cary, NC 
	102

	Chapel Hill, NC 
	127

	Charleston, SC 
	326

	Charleston, WV 
	461

	Charlotte, NC 
	253

	Charlottesville, VA 
	256

	Chesapeake, VA 
	146

	Chevy Chase, MD 
	305

	Chicago, IL 
	1016

	Cincinnati, OH 
	679

	Clayton, NC 
	78

	Clemmons, NC 
	216

	Clemson, SC 
	404

	Cleveland, OH 
	682

	Clinton, NC 
	91

	Collegeville, PA 
	452

	Columbia, NC 
	100

	Columbia, SC 
	305

	Columbus, OH 
	655

	Concord, NC 
	232

	Conover, NC 
	274

	Creswell, NC 
	90

	Cullowhee, NC 
	427

	Currituck, NC 
	134

	Dallas, TX 
	1464

	Danville, VA 
	176

	Daytona Beach, FL 
	694

	Deep Run, NC 
	48

	Denver, CO 
	2059

	Detroit, Ml 
	838

	Dover, DE 
	364

	Dunn, NC 
	96

	Durham, NC 
	114

	Edenton, NC 
	79

	Elizabeth City, NC 
	113

	Emporia, VA 
	98

	Enfield, NC 
	58

	Faison, NC 
	77

	Falls Church, VA 
	294

	Farmville, NC 
	13

	Fayetteville, NC 
	122

	Florence, NC 
	88

	Florence, SC 
	226

	Forest City, NC 
	326

	Fort Lauderdale, FL 
	965

	Fort Myers, FL 
	928

	Frankfort, KY 
	662

	Frederick, MD 
	343

	Fredericksburg, VA 
	236

	Gaithersburg, MD 
	317

	Gastonia, NC 
	276

	Gatesville, NC 
	96

	Gatlinburg, TN 
	463

	Goldsboro, NC 
	53

	Greensboro, NC 
	174

	Greenville, SC 
	370

	Grosse Pointe Park, Ml 
	846

	Halifax, NC 
	68

	Hampton, VA 
	154

	Harrisburg, PA 
	427

	Hartford, CT 
	678

	Hatteras, NC 
	150

	Havelock, NC 
	77

	Henderson, NC 
	109

	Herndon, VA 
	305

	Hershey, PA 
	433

	Hickory, NC 
	284

	High Point, NC 
	192

	Hillsborough, NC 
	127

	Hilton Head, SC 
	438

	Holbrook, NY 
	606

	Holly Ridge, NC 
	110

	Holmdel, NJ 
	505

	Hot Springs, VA 
	332

	Houston, TX 
	1465

	Hudson, NC 
	300

	Indianapolis, IN 
	809

	Jackson, MS 
	985

	Jackson, NC 
	79

	Jacksonville, FL 
	588

	Jacksonville, NC 
	86

	Johnson City, TN 
	377

	Kenansville, NC 
	74

	Kent, OH 
	647

	Kill Devil Hills, NC 
	161

	Kinston, NC 
	35

	Kissimmee, FL 
	772

	Kitty Hawk, NC 
	169

	Knoxville, TN 
	493

	LaGrange, NC 
	42

	Lake Ariel, PA 
	572

	Lawrenceville, VA 
	119

	Lenoir, NC 
	298

	Lewisburg, PA 
	502

	Lewisburg, WV 
	358

	Lexington, KY 
	635

	Lexington, NC 
	203

	Louisville, KY 
	724

	Lumberton, NC 
	157

	Macon, GA 
	528

	Madison, NC 
	202

	Manteo, NC
	145

	Mars Hill, NC 
	388

	Memphis, TN 
	952

	Miami, FL 
	994

	Middletown, CT 
	667

	Midlothian, VA 
	184

	Milford, MA 
	767

	Milwaukee, WI 
	1120

	Mobile, AL 
	923

	Montreal, Canada 
	973

	Morehead City, NC 
	96

	Morgantown, WV 
	490

	Morristown, NJ 
	512

	Mt. Olive, NC 
	68

	Murfreesboro, NC 
	83

	Myrtle Beach, SC 
	220

	Nags Head, NC  
	155

	Narberth, PA 
	448

	Nashville, NC 
	58

	Nashville, TN 
	707

	New Bern, NC 
	55

	New Orleans, LA 
	1092

	New York, NY 
	550

	Newark, NH 
	536

	Newport News, VA 
	148

	Newton, MA 
	786

	Norfolk, VA 
	142

	Oriental, NC 
	88

	Orlando, FL 
	752

	Owings Mills, MD 
	348

	Oxford, NC 
	112

	Palm Beach, FL 
	918

	Panteqo, NC 
	55

	Pembroke, NC 
	169

	Petersburg, VA 
	146

	Philadelphia, PA 
	455

	Pinehurst, NC 
	164

	Pittsburgh, PA 
	530

	Plymouth, NC 
	61

	Portsmouth, VA 
	140

	Raleigh Durham Airport 
	107

	Raleigh, NC 
	91

	Reidsville, NC 
	180

	Research Triangle Park, NC 
	113

	Reston, VA 
	304

	Richmond, VA 
	172

	Roanoke Rapids, NC 
	80

	Roanoke, VA 
	270

	Robersonville, NC 
	24

	Rochester, NY 
	722

	Rock Hill, SC 
	282

	Rockville, MD 
	310

	Rocky Mount, NC 
	44

	Rose Hill, NC 
	88

	Salisburg, NC 
	221

	Salter Path, NC 
	108

	Sanford, NC 
	133

	Sarasota, FL 
	870

	Saratoga Springs, NY 
	748

	Savannah, GA 
	428

	Scotland Neck, NC 
	48

	Seattle, WA 
	3418

	Siler City, NC 
	148

	Silver Spring, MD 
	307

	Smithfield, NC 
	72

	Sneads Ferry, NC 
	109

	Snow Hill, NC 
	28

	Southern Pines, NC 
	156

	Spartanburg, SC 
	337

	Springfield, VA 
	281

	St. Louis, MO 
	1037

	St. Petersburg, FL 
	835

	Suffolk, VA 
	121

	Syracuse, NY 
	712

	Tampa, FL 
	815

	Tarboro, NC 
	29

	Toronto, Canada 
	839

	Trenton, NC 
	64

	Valley Forge, PA 
	448

	Vanceboro, NC 
	35

	Virginia Beach, VA 
	160

	Wake Forest, NC 
	88

	Warrenton, VA 
	280

	Washington, DC 
	296

	Washington, NC 
	26

	Waynesboro, VA 
	275

	Whiteville, NC 
	157

	Williamsburg, VA 
	176

	Williamston, NC 
	37

	Wilmington, DE 
	413

	Wilmington, NC 
	138

	Wilson, NC 
	38

	Windsor, NC 
	53

	Winston-Salem, NC 
	204

	Wrightsville, NC 
	137
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