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Travel Policy Overview
The purpose of this policy is to provide a common set of guidelines to effectively administer travel and related business expenses, and to standardize both the documentation and reporting of such expenses.

Rose-Hulman Institute of Technology (RHIT) recognizes and appreciates the challenges and demands of those traveling while on Institute business.  The Institute has elected to use approved Federal standards of the Internal Revenue Service and Office of Management and Budget where applicable for travel policies for consistency.  Each traveler is to be fully reimbursed for all necessary and reasonable expenses incurred in connection with travel on Institute business.  This policy is designed to provide the greatest possible flexibility within federal, state, and local requirements and relies on the goodwill and prudent discretion of the traveler in the stewardship of Institute funds.
The Rose-Hulman Institute of Technology Travel Policy is designed as an “accountable-plan” as defined by the Internal Revenue Service, and as such travel advances and reimbursements made to employees are not required to be reported as income to the traveler, provided they are made within the guidelines outlined below.  Unsubstantiated advances and reimbursements, however, are reportable as income to the traveler; thus it is imperative that the elements of this policy are adhered to as carefully as possible.

The following policy applies to all employees of Rose-Hulman Institute of Technology.
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Definitions
Official travel is defined as travel on official Institute business from one’s home or normal place of employment to another destination and back again.  Normal commuting between an employee’s home and regular place of employment is not official travel.

Travel advances are advances for business trips in the form of Rose-Hulman checks that are issued to cover out-of-pocket expenses incurred to cover transportation, meals, lodging and entertainment expenses.  Travelers must account for advances within 14 days of their return to Rose-Hulman.

Prepaid expenses are expense paid by Rose-Hulman on behalf of a traveler before a business trip is taken.  Examples include airfare, hotel deposits and conference registration fees.

Entertainment expenses includes ordinary & necessary business entertainment, amusement or recreation in furtherance of Institute purposes.  These are expenses incurred for ordinary and necessary business entertainment, including food, beverages, and social or recreational activities.  Food and beverages served at meetings and conferences held on Institute premises are not considered entertainment.

Travel Authorizations
All employees are required to obtain an approved Travel Authorization Form prior to leaving on a business trip with a destination of more than 100 miles from the Institute.  
A Travel Authorization Form must be submitted to Accounts Payable, CM23 prior to leaving on any Institute business trip.  This form serves two purposes:

· In the event of accidental death or injury the approved Travel Authorization Form
 serves as evidence to Institute insurance carriers that the employee was traveling on authorized Institute business.
· Evidence of prior supervisor approval of travel on Institute business.
If travel covers an extended period of time and involves multiple destinations, employee must attach a detailed itinerary for the trip.  Issuance of one travel authorization for this extended trip is permitted at the sole discretion of the supervisor.
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Travel Advances

In conjunction with the travel authorization, Institute employees may request cash advances for anticipated reasonable out-of-pocket expenses by submitting the Travel Authorization Form to the Accounts Payable Office two weeks in advance of the anticipated travel date.  
Cash advances for travel expenses will not be released more than five days before the travel is to begin.   
No more than one advance may be submitted and/or outstanding at any one time.

Advance requests in excess of $ 1,500.00 must be approved by a vice president.

Within 14 days of return from the trip, all expenses for the trip must be reported on a Travel/Entertainment/Expense Report with the appropriate receipts attached.  
Any advanced funds not expended during the trip must be repaid immediately upon the traveler’s return by submitting a completed Travel/Entertainment/Expense Report and the remaining cash on hand from any travel advance to the Business Office cashier (Room A102).

The traveler’s supervisor will be notified if advances remain outstanding for more than a reasonable period.  Advances unaccounted for at the end of the calendar year must be reported to the Internal Revenue Service as income to the traveler.
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Prepaid Travel Expenses

Conference or meeting registration fees, airfare, hotel and related travel expenses may be paid in advance by utilizing an Invoice Transmittal/Check Request Form to be paid directly to the vendor in advance of the actual travel.  The Invoice Transmittal/Check Request Form along with the appropriate documentation should be sent to Accounts Payable two weeks prior to the requested mailing date of such payment.  

These expenditures should also be reported on the subsequent Travel/Entertainment/Expense Report on the “prepaid expense” lines to insure that the total cost of the travel/trip is captured in one document.  Including these on the “prepaid” report line(s) will automatically result in them being deducted as “prepaid” on that form.
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Approvals

Authority and responsibility for approval and control of official travel and entertainment rest with the employee supervisor and budget manager of the account to which the expense will be charged, generally the same person.  In cases where the travel is being funded by an account managed by someone other than the employee’s immediate supervisor, dual approval is required to insure that both the supervisor and the funding sponsor are adequately informed.  

No employee may authorize travel or approve travel/entertainment expense reimbursements for him or herself.  Employees may not approve travel for an individual to whom they report.  In cases where the traveler is also the budget manager of the account to be charged, the traveler’s immediate supervisor must approve travel and entertainment expenses.
Advance requests in excess of $ 1,500.00 must be approved by a vice president.
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International Travel
International travel is considered travel outside the United States and its possessions and must be approved by a vice-president.  (Principal Investigators should consult grant terms and conditions before making arrangements for this type of travel.  For assistance, please contact the Sponsored Programs Office.) Note: Trips to certain countries may require shots and vaccinations prior to departure.  Travelers should check with their personal physician to verify these requirements. 

Note - for International travel: employees must obtain the automobile liability and property damage coverage provided by the car rental agency.  RHIT's current automobile insurance policy only covers employees driving in the United States.   


Interview Travel

Travel expenses in connection with employment interviews and recruitment are generally reimbursable when properly authorized in accordance with this policy.  Expenses of a spouse accompanying a prospective employee are also reimbursable if pre-authorized by the department head or vice-president, as applicable.  Requirements or limitations in specific contracts and grants may be applicable to interview travel.
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Group Travel
Some judgment is involved in defining and identifying group travel.  Several Institute faculty/staff members traveling to the same conference are not a group.  Group travel usually involves one or more faculty/staff members accompanied by students for athletic, instructional or educational purposes.

Financial arrangements for group travel can generally be accomplished within the standard forms and procedures outlined in this policy.  However, the coordinator of the group travel is encouraged to contact the Controller’s Office (x8421) well in advance of the planned travel with any unique circumstances, specific questions or concerns.  The Institute’s travel insurance which covers employees of the Institute has a maximum limit of $ 200,000 per accident. Special consideration should be given to insurance/risk management issues that may arise as a result of group travel.  
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Expenses in Foreign Currency

Fluctuating exchange rates make reimbursement for foreign travel somewhat complex.  Hotel and dining bills paid with a credit card will be charged in the foreign country’s currency, and the credit company will convert the bill to U.S. dollars before billing the traveler.  To insure accurate, fair reimbursement, a copy of the credit card bill in dollars should be submitted with the request for reimbursement, in addition to the original charge slip in the foreign country.  If waiting for the bill in dollars from the credit card company would delay accounting for an advance, travelers should account for all other expenses within 14 days of return, but may request reimbursement for charged items at a later time.  Generally for short-term travel, the exchange rate at the end of the trip will be used for any necessary conversions.

Non Rose-Hulman Travelers

Airline tickets for spouses and/or other traveling companions accompanying employees on Institute business may be reserved at the same time as the employee’s.  However, the Institute will not reimburse personal, spouse, or companion travel and other expenses.  The employee is responsible for allocating only his or her (employee) portion of expenses on the Travel/Entertainment/Expense Report and for identifying them on the hotel, restaurant, transportation, and other receipts. The Institute will pay only the single rate at hotels.  Costs for meals, travel, or lodging for spouses or other personal guests are generally not reimbursable. 
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Cost Saving Considerations

Rose-Hulman does not maintain centralized travel services, and thus employees are free to select their own travel agency.  Employees are encouraged to make every effort to minimize the cost of travel by seeking the lowest fare, reasonably priced accommodations, and competitively priced car rentals as necessary.  When planning an itinerary, employees are encouraged to consider the following cost-saving strategies:
· Stay over one Saturday night at your outward destination. Most deeply-discounted air fares require staying over a Saturday night. Compare the cost of including one Saturday night and departing on Sunday. If the savings in air fare exceeds the cost of Saturday hotel and meal expenses, the traveler is encouraged to stay over Saturday night. The Institute will reimburse the traveler for Saturday lodging and meal expenses.
· Make reservations in advance.  Deeply discounted fares have strict advance purchase requirements of 30, 21, 14, or 7 days in addition to the Saturday night stay requirement. Other fares that do not require a Saturday night stay still offer substantial discounts for booking seven days or more in advance. 
· Most advance-purchase air fares also carry substantial penalties for change or cancellation.  Employees should inquire about the carrier’s change fee policy prior to purchasing tickets.
· Be flexible in selection of airlines and times of travel. One airline may have a promotional fare not offered by competing carriers. One airline offering single-stop or change-of-plane service may offer substantially lower fares to compete with a carrier flying nonstop. Time of day and day of the week may also influence air fares.
· Plan meetings, conventions, and seminars for groups when possible.  Often groups with as few as 10 enrollees may be eligible for group discounts that are traveling to the same destination.  Consider contacting the carrier to inquire about group discounts.
· When considering whether to fly or drive for Institute business, employee should keep in mind that mileage reimbursement is limited to the lesser of the average coach air fare normally paid by RHIT to the applicable destination or the amount determined by using the standard per mile reimbursement rate. 

FORMS AND RECEIPTS
Travel Authorization Form
All employees are required to obtain an approved Travel Authorization Form prior to leaving on a business trip with a destination of more than 100 miles from the Institute.  See Travel Authorization section for specific policy details.

In conjunction with the travel authorization, Institute employees may request cash advances for anticipated reasonable out-of-pocket expenses by submitting the Travel Authorization Form to the Accounts Payable Office two weeks in advance of the anticipated travel date.  See Travel Advance section for specific policy details.
This form must include all requested information relating to the traveler and the planned trip, as well as the signature of the party approving the travel, the departmental accounting for advances and the signature of the funding party.  In addition, the signature of the employee acknowledges responsibility to the Institute for the amount advanced and to repay the Institute for any unsubstantiated amounts.
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Travel/Business Expense Report

Employees incurring expenses for business-related meetings or travel will need to complete the Travel/Entertainment/Expense Report for any and all travel reimbursement.  The signed expense report, receipts, and other substantiation must be submitted to the Accounts Payable Office no later than 14 calendar days after returning from the meeting or trip to enable timely reimbursement.
This form should include all expenses related to the trip, including any prepaid expenses, travel advances received, etc. 

Receipts:

Original receipts are suggested for all expenses, but are required for any expenses over $25.  These receipts for expenses greater than $25 incurred by the employee must be attached to the Travel/Entertainment/Expense Report and submitted for reimbursement or for substantiation of a travel advance. 
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Receipts are not required for expenses that exceed the $25 threshold if they are related to mileage for use of personal vehicles or gratuities (e.g. maid, bellhop, waitress etc).  Credit card statements and travel agency invoices along are not considered adequate receipts for transportation, lodging, or car rental agreements.  Airplane or train ticket stubs, itemized hotel bills, and automobile rental bills are required.

The Travel/Entertainment/Expense Report form must include the following information:

· The amounts of the expense

· A business purpose/reason for the trip/expense

· Destination and dates of travel
· Identification of the person(s) group being entertained (if applicable)

· Business relationship of the person(s) or group entertained (if applicable)

· Accounting and appropriate approval of the supervisor/budget manager 
· Employee signature certifying that the expenses were incurred for Institute related activities and have not been previously reimbursed.
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TRANSPORTATION 
Travel Reservations

When utilizing a travel agency, the employee should identify him/herself as an Institute employee traveling on Institute business and that the expense is to be charged to the Institute account where available.  Hotel and car rental reservations may be made at the time air, rail, or bus travel arrangements are made.  A personal credit card number will almost always be necessary to hold a reservation.  The employee should advise the travel agent of any special conference rates indicated for airfare and hotel accommodations at this time. (e.g. provide group conference identification code and/or the air fare file number.) In many cases, the agent can secure the conference rate, or possibly lower, rate(s).  Whenever practical, RHIT travelers should secure the most economical standard commercial airfare or comparable service available.  
Note: (Principal Investigators holding Federal grants or contracts are reminded that the General Services Administration issued an amendment to the Federal Travel Regulations which relates to the use of U.S. flag air carriers.  In general, travelers are expected to use U.S. flag air carriers for travel to, from, or within a country other than the U.S.  For details of this policy, please contact the Sponsored Programs Office prior to making travel arrangements.)
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Travel Insurance

The Institute carries a $ 200,000 accident policy that insures employees traveling on Institute business.  Coverage begins upon departure from the place of business or residence and continues until return to the place of business or residence, whichever occurs first.  Coverage is further subject to the terms and conditions of the Institute insurance contract
Rental Vehicle for Institute Business

The RHIT general standard for rental car size is compact to mid-size.  The rental vehicle should be reserved in the name of the employee and Rose-Hulman Institute of Technology for Institute insurance and billing to be effective.  Accident insurance is carried by Rose-Hulman and therefore it is not necessary to accept the rental company’s insurance coverage.  However, the employee’s name must be listed on the RHIT authorized operators list for RHIT insurance coverage to be applicable (see Administrative Services for a list of authorized operators.)  
Employee should inspect rental vehicles prior to leaving the rental facility.  If any damages to the rental vehicle, however minor, are noticed the employee should bring this to the attention of the rental company before departure.  If there is preexisting damage, request the rental agent to provide in writing, a statement that the damage was preexisting.  Failure to do so may leave the RHIT/employee’s department responsible for such damages.
Drinking or possession of alcoholic beverages in Institute vehicles is prohibited.

All drivers are prohibited from driving any vehicle on Institute business under the influence.  
All persons utilizing ANY vehicle for Institute business must wear seat belts at ALL times.  It is not recommended to use cellular phones while driving.  Employee should pull off the road to place a cell phone call.

To minimize travel costs, generally employees should refuel vehicles prior to returning them to the rental agent to avoid inflated fuel costs from the agency.  The traveler should verify the lowest refueling cost alternative when picking up the vehicle.
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Rental Car Insurance:

· Automobile property damage and liability insurance is provided for Rose-Hulman employees renting a vehicle while on Institute business.  The traveler is not required to select the property damage and liability coverage offered by the rental agency if the car is rented under Rose-Hulman’s name and the travel is domestic. The Institute policy covers liability for damages to another vehicle or property, injury to other persons, and collision compensation for the rental vehicle.  The RHIT auto policy includes a $1,000 deductible for all collision claims and a $500 deductible for all comprehensive claims.  Deductibles are the responsibility of the department of the employee using the Institute rental vehicle, when rented in the name of employee and RHIT, at the time of the occurrence.
· If the traveler is securing the rental car under his/her name, the automobile may not be covered and therefore may fall solely on the traveler’s personal insurance policy.  In these circumstances, the traveler may wish to elect to accept the rental agencies’ property damage and liability coverage.
· International Travel – Employees must obtain the automobile liability and property damage coverage provided by the car rental agency during international travel.  RHIT's automobile insurance policy only covers employees driving in the United States.
Due to national highway safety issues concerning 12 and 15 passenger vans, RHIT will not authorize or reimburse expenses associated with these vehicles.  In addition, the Institute's carrier will not cover accidents occurring as a result of the use of these vehicles.
Return to Top
Vehicles Provided By the Institute

Employees must be listed on the RHIT Authorized Driver list prior to renting a vehicle or driving a RHIT owned vehicle.  Only RHIT authorized drivers may drive these vehicles for RHIT business purposes.  Personal use of RHIT vehicles is not permitted.
To qualify as an "Authorized Driver" an employee must complete a "Motor Vehicle Background Check" form and return the form to the Risk Management Coordinator, CM25.  If a student is required to drive an Institute owned vehicle or non-owned vehicle for RHIT business purposes, the student must provide the Risk Management Coordinator with a copy of his/her current Motor Vehicle Report (MVR) that is no older than 30 days.  This report can be obtained by contacting the Bureau of Motor Vehicles in the state where the student is licensed.  This report is at the student's expense.  Students must obtain a new MVR report at the start of each school year in order to remain on the Student Authorized Driver list.
Under standards established by the Institute insurance carrier, if an MVR identifies an individual as an “at-risk driver”, the individual will be restricted from driving Institute owned and leased vehicles until further notice.  

The Institute's insurance carrier will not pay claims involving a non-authorized driver.  It is the individual and/or department's responsibility to verify that the driver of the rental or RHIT owned vehicle is listed on our Authorized Driver list.  Contact the Risk Management Coordinator at ext. 8457 with any questions.
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Personal Automobile Travel

When a personal auto is used for Institute business transportation, reimbursement will be at the rate that is currently allowed by the Internal Revenue Service; (2003 = $ .36 cents per mile).  In the event of an accident involving a privately owned vehicle, the driver's personal auto coverage serves as primary as coverage and follows the vehicle.  
Fines for automobile violations or personal misconduct will not be reimbursed.
Commuting expenses between home and the employee’s normal place of work are not reimbursed. 

When considering whether to fly or drive for Institute business, employee should keep in mind that mileage reimbursement is limited to the lesser of the average coach air fare normally paid by RHIT to the applicable destination or the amount determined by using the standard per mile reimbursement rate. 
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Private and Rental Airplanes


Travel by private or rental airplanes owned or piloted by Institute employees is not permitted for Institute business.

Accident Procedures 

Steps to follow in the event of an accident involving a RHIT Institute or rental/leased vehicle:  

1. Stop immediately, do not leave the scene of the accident and do not move your vehicle until instructed to do so by the police. 

2. When the accident occurs off campus, call the local police in the accident area and RHIT Risk Management (877-8457). 

3. For accidents occurring on campus, contact Campus Security (x8911) and Risk Management (x8457). 

4. Exchange identification and insurance information with the other driver(s). 

5. DO NOT give statements to anyone except the police, RHIT Risk Management, or RHIT Campus Security.  Statements may be necessary to RHIT’s insurance carrier and any other insurance carrier involved in the claim after a report has been filed with Risk Management (x8457). 

6. Be courteous, cooperative and reasonable.

7. Do not admit or deny blame. 
8. Do not sign any statements other than a standard police report. 
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Transportation to and from Hotels and Terminals

Whenever practical, the most economical mode of transportation should be used to and from hotels and terminals (air, bus, and rail).  These expenses (including gratuities) will be reimbursed.  Many hotels provide complimentary or reduced rate shuttle service to and from airports. The traveler is encouraged to inquire about this service when making hotel reservations.

LODGING, MEALS, AND MISCELLANEOUS
Lodging

The traveler may elect to stay at the hotel where a meeting, convention, or conference is being held, or at a nearby moderately priced hotel. The actual hotel bill is required for reimbursement. Hotels should be guaranteed for late arrival with a credit card.  Charges for hotel health clubs are not reimbursed.  
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Laundry Service 

Generally expenses for dry cleaning or laundry services related to and required for Institute business are reimbursable only for the following: athletic team uniforms and laundry expenses for business trips exceeding five business days.
Entertainment

Individual entertainment expenses not related to Institute business, such as, but not limited to, in-room movies, theatre, or optional conference-related side trips will not be reimbursed.
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Meals

Reasonable expenses incurred for business meals or meals while traveling on Institute business will be reimbursed. Reimbursement will be made for all actual costs (including gratuities). Receipts are requested for all expenditures.  Names of guests and their professional RHIT affiliation must be included on the reverse of the receipt and on the expense report if expense covers a business dinner. 

Alcoholic Beverages

Federal regulations prohibit the Institute from reimbursing any expenditure for alcoholic beverages with federal funds.
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Gratuities

The reasonable costs of gratuities to porters, bellhops, taxi drivers, maids, valet service and other service personnel will be reimbursed.

Telephone Calls

Generally telephone calls related to Institute business are reimbursed.  In addition, telephone calls allowing travelers to stay in reasonable contact with their office and/or family while traveling on Institute business are considered appropriate for reimbursement.
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QUESTIONS 
Questions regarding interpretation of Rose-Hulman’s travel policies or requests for assistance in completing travel reports should be directed to the Controller in the Business Office, Moench Hall, Room A103.  (E-mail Kevin.kessinger@rose-hulman.edu or call extension 8421).  Questions relating to the particular requirements of travel supported by an outside sponsor should be directed to the Director of Sponsored Programs, (E-mail Danielle.helt@rose-hulman.edu or call ext. 8454).
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