
Information Technology Travel Tips Citing USNH Policy and Procedure
· Please do not hesitate to ask the IT BSC questions about travel plans.  Contact the IT BSC at it.bsc@unh.edu or call 862-4100.
· You can find out about travel policies at USNH, please check them at               http://finadmin.usnh.edu/Pol_Proc/chapter_07/Pages/default.aspx. 
· If you choose to pay travel expenses with your own personal credit card, you cannot be reimbursed for any expenses until you return from the trip and submit a personal reimbursement form.  
· Detailed receipts are required for all travel related expenses.  Receipts need to be submitted to the IT BSC on a reimbursement form after the trip.
· PCard receipts related to travel need to be sent to the IT BSC no more than 3 business days after purchased on the PCard.
Conference Fees
· Pay in advance using a PCard.  
· Forward a conference itinerary to the BSC and indicate if meals are provided at the conference.
Air/Rail/Ground Transportation
· Air travel-choose the least expensive fare within reason. If you extend your trip beyond the conference dates to obtain lower flight rates; please print, include cost savings documentation, and send it to the BSC.  
· If a traveler extends their trip for personal reasons, USNH policy states that any travel reimbursements will cease on the last day of the conference/training. 

· Rental cars-USNH policy is to decline the additional insurance when using a PCard. Include any gas receipts incurred for the rental.  Collision Damage Waiver and Loss and Damage Waiver was provided when presented USNH PCard.
· Personal vehicle travel will be reimbursed at the current mileage rate based on the mileage from home or campus, whichever is the most direct route per USNH policy.  If traveling on non-work day, mileage from home is acceptable.
      Hotel Deposits/Charges
· Book in advance.
· Pay by PCard. You will need to present a physical credit card when arriving at the hotel. The card will not be charged until the day you leave the hotel.  
· Please verify hotel receipts do not include any unauthorized charges.  Charge all personal services to your personal credit card.
IT Travel Tips - continued
Airport Parking for Manchester Airport

 As of 7/1/16 there is no longer an arrangement with USNH and Manchester Airport Parking, full price is reinstated.                                                
Travel Advance  

Obtain a travel advance 7-10 days prior to trip. 
The travel advance is an estimate of out of pocket expense for overnight travel to pay for meals, ground transportation, etc.  
Step #1: Fill out the USNH Pre-Approval/Advance Form, sign and have supervisor/manager sign. 
Step #2: Bring form to the BSC to be verified, signed and submitted.


Step #3: These advances will be direct deposited into your bank account.
Step #4: Traveler needs to clear travel advances by submitting a personal reimbursement form to the BSC within ten days of returning. The traveler will need to repay any unused advance funds.
Travel Reimbursement Form 
This form is used to record actual expenses incurred during the trip. The traveler must list the amount of the travel advance received. Send or bring the travel reimbursement form to the BSC for processing.  
	Key Points That Must Be Completed on Travel Advance/Reimbursement Forms

	Departure:  Date & Time (AM/PM) and Return:  Date & Time (AM/PM).

	Destination:  List the City & State.

	Business Purpose:  List Conference Name and/or Describe Training.

	Accounting Information:  Manager/Supervisor needs to provide fund and organization information.

	Approvals/Signatures:  Traveler, Director and/or Manager/Supervisor.

	Expenses:  List Amount Paid, Descriptions and Comments for Transportation, Lodging, Transportation tips(not to exceed 15%), Etc. 

	Meals:  Reimbursed in an amount not to exceed the standard per diem meal allowance unless an exception has been granted.  Adjust the daily per diem by placing a checkmark in the appropriate meal box if a meal was provided for the traveler at the event. 
Go to Domestic Per Diem Rates under Site of Interest at URL: http://finadmin.usnh.edu/Travel/Pages/default.aspx. 
Two options for overnight meals: All receipts Or per diem (no receipts), cannot mix.  
Meal tips cannot exceed 20%.
For business meals where an itemized receipt was not provided by restaurant, “No Alcohol” must be written on the non-detailed receipt.

	Mileage:  List the Following When Using Personal Vehicle: Date of Travel, Departure Location, Destination and Miles Traveled. Total Will Automatically Calculate on form.  Most direct route for mileage either from work or home if weekday, other than workday may claim mileage from home.

	Travel Method:  List the traveler’s method of transportation (Air, Ground Transportation, Personal Vehicle, Rental Car, Etc.)

	Travel Receipts: Required for reimbursable expenses over $25 but encouraged for all expenses. All Pcard purchases require receipts regardless of amount.  Providing the 5’ws, who, what, when, where and why is essential, including business purpose.  
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