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Travel Policy and Procedures 
This handbook is for information purposes only.  It is meant to acquaint individuals with the Travel Policies regulated by Marshall University (MU) and Marshall University Research Corporation (MURC).  The MUFSC will follow all regulations outlined by MU and MURC.  

Please see the following web sites for detailed travel regulations & MU/MURC Travel Forms or use the MUFSC Internal Forms to have your forms processed by the MUFSC Finance Office.   Once you have completed the internal form, save the form only as a new file and email to weece@marshall.edu as an attachment.  
http://www.marshall.edu/accounting/travweb.html
http://www.marshall.edu/murc/finan.htm 
Internal Policies / Procedures Regarding Travel
Note: All travel for employees, students, consultants, and visiting scholars must be approved prior to trip. 
Travelers should plan travel and obtain cost estimates using the most cost effective means available.  Employees are responsible for submitting an internal MUFSC travel request for both in-state and out-of-state.  Under no circumstances should an employee, student, consultant, or visiting scholar travel without proper approval.  Travel may be authorized only for official business and only if the department has the financial resources to reimburse the traveler for travel expenses.  Traveling without approval could result in the individual not receiving reimbursement for expenses.  Submit your request form to the Finance Office for approval before making arrangements with the FSC Business Office or any travel agent.  

To meet University deadlines, all out-of-state travel settlements must be reconciled at the MUFSC Business Office within three (3) days from return of trip.  

To meet University deadlines, monthly in-state travel must be reconciled at the MUFSC Business Office no later than the 5th day of the following month.  

All travelers must submit “itemized” receipts for meals, hotels, vehicle rentals, tolls, metro, etc. with the appropriate Travel Settlement Form to the MUFSC Business Office for all travel.  No generic receipt will be accepted for reimbursement.  (Credit card slips will be used only when itemized receipt is lost).
Meal Allowance
Meal expense reimbursement is limited to actual expenses for food, service and gratuities.  Specifically excluded are alcoholic beverages and entertainment expenses.  

When meals are provided for a traveler as part of the registration fee or other means (excluding meals or snacks served by a common carrier while in transit and excluding “continental breakfasts” which are not full course meals), the traveler’s maximum daily rate shall be reduced as follows:

Breakfast
20% of maximum daily rate

Lunch 

20% of the maximum daily rate

Dinner 

60% of the maximum daily rate.  


MUFSC requires travelers to submit itemized receipts for all meals.  
Registration Fees
Fees or charges for attendance at conferences, meetings, seminars, and/or workshops, as well as event related materials, are reimbursable expenses.  Travelers should verify acceptable payment methods with the conference organizers prior to the registration due date.  Registration fees should be charged to the traveler’s corporate travel card, the WV Purchasing Card, or personal credit card.  Direct bill can only be done if using MURC funds, but traveler must submit three (3) weeks prior to registration due date.  If requesting MURC to prepay, a registration form must be attached to the travel request form along with the information on where check is to be disbursed.  If the vendor is not in the banner system a W-9/W-8 must be obtained prior to MURC travel request being submitted for prepaid registration fees.
Airfare 
All travelers must contact the Advanced DNA Training Coordinator requesting airfare.  It is the traveler’s responsibility to supply three (3) airfare quotes, one must be from Huntington and one from Charleston airport if traveling from work site.  Training Coordinator will follow the necessary procedures to procure the airfare at the lowest rate possible to meet MURC compliance guidelines.

Only upon an emergency is a change in the cost of airfare to be incurred.  If a change in the cost of airfare is incurred, the charge is reimbursable if the traveler is directed by the appropriate Vice President, Dean or Director to change her/his travel plans, or if other extenuating circumstances arise and are approved by the appropriate Vice President, Dean or Director.  Increased or extra charges incurred due to the traveler’s negligence will be considered a personal expense of the traveler and shall not be reimbursed.  Any such changes should be submitted in writing to the LIMS Specialist/Director to determine if they are personal or allowable changes.  If the changes are deemed personal they will not be reimbursed.
Requesting State Vehicles
When a trip includes requesting a state vehicle the MUFSC Business Office will check with the appropriate MU personnel to see if a vehicle is available for the dates requested.  If available, the request form will be submitted.  A confirmed copy will be given to traveler.  It is the responsibility of the traveler to confirm time & place of vehicle pick-up.  If changes are made for departure or return from trip it is the traveler’s responsibility to notify MU Parking & Transportation Services and the MUFSC Business Office.  If a request is made and not cancelled, charges will apply to vehicles not used.  Please ensure to cancel the state vehicle in advance. If no university vehicle is available, the traveler must secure a rental vehicle.
Vehicle Rental

Please be aware that MURC DOES NOT reimburse insurance waivers charged on rental vehicles.  The State of West Virginia provides insurance coverage on vehicles rented by MURC. 
Mileage Reimbursement

In accordance with University travel policy, the mileage reimbursement rate for business travel has decreased from 48.5¢ to 44.5¢ per business mile traveled effective January 1, 2006.  This travel reimbursement rate is associated with use of privately owned vehicles for business travel.  This change in the mileage reimbursement rate is effective for travel reimbursements beginning on or after January 1, 2006.
Canceling Travel Plans
Individuals canceling travel plans after items have been prepaid are required to submit written justification for cancellation to the LIMS Specialist and/or Director.  If the justification is deemed personal related, the traveler must repay any prepaid costs back to the department.  

Cash Advance for State Employees
Individuals using state funds can use their corporate travel card to obtain a cash advance from an Automatic Teller Machine for business related expenses.  Cash advances using the corporate travel card are limited to a minimum amount of $100 and a maximum of $500 not to exceed $1,000 during any rolling seven day period.  Cash advances should only be obtained for those expenses which cannot be charged to the traveler’s corporate travel card with an estimate that incidental expenses should not normally exceed $30 per day.  The employee may be reimbursed for only five (5) ATM cash advance transaction fee, and associated fees, per trip or rolling seven day period whichever is shorter. 

Cash Advance for MURC Employees
Individuals requesting a cash advance using MURC funds must indicate on their MUFSC internal travel request form when submitted.
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