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Date:
6/26/2009

To:
All Faculty and Staff

From:
Karen Z. Kyle, financial officer

RE:
WB Campus Travel Guidelines

The Penn State Travel Policy, Consistent Application, states “Adaptations needed to meet unique situations will be permitted if consistent with the prevailing principles that no unnecessary cost is to be charged to a University budget, that no personal costs are to be paid by a University budget and that the adaptation does not contradict any provision within this policy” http://www.travel.psu.edu/travelpolicy/TravelPolicy.pdf
After a year of reviewing employee travel reimbursements on the Wilkes-Barre campus and discussion with the Chancellor and the Directors, the following guidelines have been established to be used uniformly on the Wilkes-Barre campus. If you have any questions, please call your Director or the Finance Office before you travel.
REIMBURSEMENT FOR MEAL EXPENSES: ACTUAL UP TO PER DIEM

1. Reimbursement for meals while on travel status (overnight travel) will be ACTUAL up to per diem. Receipts are required to be scanned or faxed with the electronic ERS submission. 

2. When a traveler is eligible for more than one meal, reimbursement for ACTUAL will be up to the TOTAL per diem for the number of meals the traveler is eligible for.  Receipts are required.

3. When staying in a Penn State University direct bill hotel, please request a receipt and pay any amounts above the per diem with a personal credit card or cash. You may put meals on your hotel room if the amount is within your per diem. Request a receipt for your stay, sign and submit the receipt to the Finance Office upon your return.

4. When you are charged for a hotel room or any expense due to a cancellation, reimbursement or payment will depend upon the circumstances surrounding the cancellation and the Director/Budget Executive’s approval. It is your responsibility to cancel within the time allowed for no charges to be incurred.
REIMBURSEMENT FOR PERSONAL MILEAGE AND THE CAMPUS FLEET VEHICLE
1. The Fleet vehicle will be charged to the Directors of the WB campus monthly at a fixed amount. Therefore, when the fleet vehicle is available an employee will not be reimbursed for personal mileage. The Finance Office will use the corporate calendar to verify the availability of the fleet vehicle for all personal mileage submissions. The Departments being charged are:

· Chancellor

· Business Services

· Finance Office

· Admissions

· Student Services

· Academic Affairs

· Continuing Education

· Development Office
Anyone using the Fleet vehicle will still be responsible for completing the in and out mileage readings in the Log book of the Fleet vehicle.

2.  Use of the Fleet vehicle for travel will be charged at a rate of $ 0.34 per mile to all WB campus general fund budgets not being charged a fixed monthly amount.

3.  Use of the Fleet vehicle for travel charged to non-WB budgets will be at the current university rate.

4.  WB campus security employees will be reimbursed for the use of their personal vehicles when the Fleet vehicle is not available at the current rate times 15 miles per trip to the bank/post office. A log must be kept and submitted monthly by Safety & Police Services to the Finance Office.
5.  Any exceptions must be approved by the Budget Administrator/Budget Executive. 
ITINERARY AND BUSINESS PURPOSE OF TRAVEL
The traveler is responsible for clearly stating the business purpose of the trip. Assume the person reviewing and approving your reimbursement is independent of the University, will they understand the business purpose of your trip if they have your ERS submissions?
FINANCIAL OFFICER
The Financial Officer will forward all exceptions to the Office of the Corporate Controller.  Travelers who continually misuse or circumvent the principles of the policy will be subject to additional requirements for documents and restricted use of any Penn State Purchasing Card Privileges. The Purchasing Card travel agreement authorizes the University to recoup any unallowable expenses charged to the Purchasing Card via Payroll deduction. 
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