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LQUISIANA STATE UNIVERSITY

CAMPUS CORRESPONDENCE

Date: July 28, 2011
To: LSU Vice Chancellors, Deans, Directors and Department Heads
From:  DonnaX Torres CPA N — L] p!
Associate Vice Chancellor for WIL) ?/W/&Qé/
Accounting and Financial Services
Subject- FASGP: ASSGZ “University Travei Regulations” = Travei Poiicy Chianges Effective Juiy 1,2011
FASQOP: AS-02 “University Travel Regulations” has been reactivated to document procedures to assist
LSU employees in making travel arrangaments and being reimbursed for trave! expenses. FASGR: AS 82—

reflects changes to the trave! policy effective July 1, 2011, A summary of changes is as follows:

Mileage allowance for privately-owned vehicles has increased to 51 cents per mile.

The Campus Head - or -his/her designee ~nmay authorize ~approval ~for an employee tu be

reimbursed for in domicile lodging.
Graduate and undergraduate students traveling for any LSU sponsored, administered or related
travel may travel via university-owned or rented vehicle.

Individuale operating z-uni

MTUIS ApeT Tl ~

driving and parking \nolations received.
Enterprise Rent-A-Car remains the state contract vendor for in-state university business travel
and should be used when applicable.

There are no mandated rental car contracts for out-of-state travel. However, there are
negotiated rates with Enterprise Rent=A-Car, Nationai Car Rentaiand Heriz Car Rental- AH——
travelers are encouraged to use these contracts due to exceptional pr:c:ng and included

insurance coverage, T
In-state rentals are subject io the
Business Travel. Only the cost of rental of compact or intermediate models is reimbursable,
unless 1) non-availability is documented, or 2} the vehicle. will be used to transport more than
two individuals. Special approval is required from the DepartmentHead or his/her designee, for -
QFYL L o , -

rental of any vehicle ahove the “intermadiate size” cate
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Meal per diems increased:
o Tier | per diem increased for dinner {$21)
o Tier Il per diem increased for dinner ($28)
o Tier il per diems increased for lunch ($17) and dinner {$28)

T LY inanne fneavanea A Fmn Trann f10% aead Adiminan 162321
O e eV Gigins increased for lunch {L7] and Gifinei (»22)
The meal reimbursement Iimit for meal per diem for single day travelhasbeenincreaseddo s —

The routine lodging rate for Baton Rouge decreased to $96.

FINANCE & ADMINISTRATIVE SERVICES
Office of Accounting Services
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¢ Emplovees in travel status from maore than 7 days may be reimbursed for laundry services, with
Department Head or his/her designee’s approval, The reimbursement will be actual, reasonable

costs incurred. Receipts are required.

¢ Park ‘N Fly in New Orleans has started charging state and local sales taxes. in order to be
exempt from the taxes, travelers will be required to provide the state tax exemption for travel
expenses (Form 1392} and a copy of their travel authorization form- (AS292 “Request for
Authorization to Travel”).

s Inclusion.of the definition of High Rick Travel which diracte amnlovaac 0 EASOD: AS.12 “Hish

Risk Travel to Restrictad Regiong) for nrocedures to he followed,

State contract rates and AS forms have been updated to reflect changes in LSU’s FASOP: AS-02
“University Travel Regulations” _E.mp!oyees should .see the. .Acccuq.ts Payable & Travel wehsite at...
hitp://www fas fsu,

farht]

The revised policies incorporating the summarized changes will be available on the LSU System and.
P g g ¥
Accounts Payable websites-sagn: {f-there are-any auestions or concerns.regarding any of the changes, .. .

please call me, Patrice Gremillion or a member of the Travel staff.

Name E-mail Phone
Donna Torres, Associate Vice Chancellor dtorres@|su.edu 578-1623
Patrice Gremillion, Director pEremin@isu.edu - 378-33G6
Lindsay Berthelot, Manager lberthe@lsu.edu — - 578-1538 - - - -~
Jennifer Drigaers, Accountant idrigs@lsu.edy - 578-35599
- Catherine-Herman, Accouitiant - “chermam@isu.edu 578 3655
Carlen Ensley, Accountant Censlel@isu.edii 578-3657
XC: Mike Martin, Chancellor

Jack Hamilton Executive Vice Chancellor and Provost

Attachment

Memo # AS-12-02




Louisiana State University
Finance and Administrative Services
Operating Procedure

FASOP: AS-02

UNIVERSITY TRAVEL REGULATIONS

Scope: Louisiana State University
Effective:
Purpose:. _ - - tha
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i. Introduction

A. Application of Regulations

ne Commissioner of Adminisiration issued revised Generai Travel Reguiations in Poiicy and Procedure
neliim Ma AQ Affnntivems il 4 N4 4 Thia nn-:maﬂeﬂ_t_rn Vel gatate X las R~ ranant o bha all nalian

AR TRU, T TSIV D uury 1, &V, 11THD PGIIII Ilelllulﬂlluulll 19 IIUl IIIUGIIL WS all lllhlualvc
of PPM No. 49. It does serve to supplement the_General Travel Regulations indicating the Univarsity policy. _ _ . __ _.
where dlscretion is permitted or where exceptions approved by the Commissioner dministration have 5
been granted. All travel at University expense is 5J_jent to the provisions of these General Travel

-

Regulatlons University expense is mterpreted o include aif funds—ineiuding -gifls and grants, which are
administered by the University. Reimbursement for the cost of any travel can be obtained only as provided
herein.

fl.  Definitions

For the purposes of these regulations, the following words have the meaning indicated:

A. Authorized Persons

1. Advisors, consultante or other individuale who are called upan to contrinuta time and servicae to the

Umvers:ty who are nnt otherwise required to ha rai

personai, or consuling services in accordance with R.5.39:1481 et seq: — -

2. Members of boards, commussuons and adwsory councils requnred by Federal r St ate ieglslatnon or

= o e
\.J-l :mi‘ SUCTHTIBIMDETS and & iy staft shailbe-ihose ieveis-guthcorized- -~ = -~

_h:.l.r_e..n_r! thraish 2 nontrant for nrnfs:._c.e::!nn:‘-zi
reaqd throuon 2 contract for nrofoscinng)

regulation. Trave! sllowance la
for State empioyees unless specific allowances are legislatively provided.

B—-Centrally Biled Account {CBA) - Credit account issued in a De i
These accounts are direct liabilities of the University and are pai e C 5
coniroiied through an authorized approver(s) to provide a means io purchase airfare and-cenference
registration only. EachDepariment Head determines the éxtent of thergcocount’'s Use. ~—~~ == =2== .

C. Conference/Caonvention - Defined herein as a meeting for a specific purpose and/or objective. Non-routine
mem‘gnne. cAan hp anlnnrl ag a qnmlnm' ronfaranca J'-ven\_tentg_en .or. +T9.!ﬂ!ﬂﬂ Dccumentafmrequ}red gs ]

,,formai,agpnda, nrageam,_letter of. mwi’aﬂon or ngstrahnn foa Dart_-c-patmn as an.evhibitino vendoringn .
exhibit/trade show also qualifies asa senferenc-e The r-eq irement for 2 hetelte q—ua‘ y for conferencerate- — - —— -
- ledging is- that the-hetel 5 he : S 3 ang’ e weslingT hT ih’e-—eve-‘-"“-”‘-—"—" -
designated conference hotel(s) have nG roGi a artment Head may approve o pay the aciuai
hotel cost not to exceed the ecnference lodging rates for-other-hotels-located near-the conference :
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d)

f)

fin gemisroe P PR DY I S S,
Travelers in university-owingd vehicies who purchass nesasa fusd,; repairs and -equinment while-dn. ..

travel status shall use fleet discount allowances and state bulk purchasing contracts where
applicable. Reimbursemenis require a receipt of regular unleaded gasoline, or diesel when

applicable. This applies for both umversﬂy—owned and rental vehnc!es as mtd -grade, super plus or

nl’nmulm ﬁnqnllnp are h.rnlr*:&!l—u—nﬁ‘ nareas ]
of such aiiowances and/or confracts by mntact!nn the Purcha
website. University credit cards will \
owned vehicles.
Hniversity.ownad v

Head has been gras .ted

o
destination more than 500 miles from i

- &
effective means of trave! should bs rsadily SVE: TS Tivei
Unauthorized individuals should not. be n\,po"tﬂd in Umversat"—awned vehicles. Approval of
exceptions {o this policy may be made by the traveler's supervisor if he/she determines-that the

best interest of the University wiii be served and if the pasgenger {or passenger's guardian) sign
Hold Harmless Agreemsnt form acknowledging the fact that the University assumes no liability for
any loss, injury, or death resulting from said travel.

If a University-owned vehicle is io be brought to the home of a University employee overnight, the
traveler and department should ensure it is in accordance with requirements outlined in R.S.
39:361-364. LSU procedures-ean be found-on the Preperty-Management-website- —

Privately-owned Vehicies

a)

b}

c)

d)

Employees using their own personal vehicle for official Universi
2054 (Authorization and Driving History)

httg://www.fas.isu.edu/gurchasing/PDst’da2054 g'” The DA2

file located in the Fropeity Mamagement office foremp
have granted approval.

FRp P
Whean two.or more indbdduals-traval in
Al Fae LTt a? o sl nle
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of-the other CEISShyeTS -

A mileage allowance for in-state travel shaIE be authorized for travelers approved fo use pnvately—

O\A,nﬂr'l \Iﬁh;f\lﬁﬂ s I-.!.-\ P B X AFEiAiAl 1 e b s bvmmmm RAilmmem £ b abhall b
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reimbursahla nr ihm hacioc Af nn Mmnra tham 51 Aaante nar mila nor s_he G{ G\AHHH-
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(1} Employee should utilize a University-owned vehicle when available,

(2} Employee may rent a vehicle from {he staie-contracted rental-vendor (e, Enterprise Rentz~ -
(‘ar\ if 2 University-owned vehicle is not available or : I

A mnl.mm.». Alnnda l allbmr manmmmal sialninla wnimale ieonsened e nd mean o al e
[Cv ] uuupuuycc €i1eCi3 10 U3 |||anu=| pclau:lal vclumc, IGIIIIUUIDUIHCIIL lllcly Not 8XC8ed & Maximum.

of 99 miles per round trip and/or day at 51 cents per mile. The mileage reimbursement will not
be subject to the 99 miles limitation if approval by the Chancellor, or his designee, has been
granted in accordance with Section V, subsection C.3.a.

PLEASE NOTE: Mileage is applicable for round trips which includes muitiple days or a one
day round trip:

* Example 1: If someone leaves Baton Rouge, travels to MNew Qrieans and returng that came
day, they are entitled to_99 miles maximum for that day if thev choose to drive their own
personal vehicle.

* Example 2: If someone leaves Baton Rouge, fravels to New Orleans, and retuins two days
later, they are entitied to 99 miles maximum for the entire “trip” if they choose to drive their
perscnal vehicle.

= Example 3: If someone leaves Baton Rouge, travels to New Orleans then on- to Lafayet
Shrpvpnpﬁ Monreoe and returns tn the office four do - nn -

maximurm for the ontire “irig” if they eho

Mileage for maving
maove,
Mileage shall be computed by using one of the following options:

(1} On the basis of odometer from point of origin-fo point of return; or R e
{2} Awehgita mileage caleulator or. nuhhehnrl sofhwars naskaseindientin

UITQ&\J EN FRAIWICALEE Ig n IEICCAH‘J (
to the Travel Expense Relmbursement Request).

[4
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E. Registration Fees at Conferences/Conventions

When a registration fee-is requested to be reimbursed, the fraveler must itemize what it covers (ie,
conference attendance, meals, lodging, transportation, etc.). Items snc!“ded in the regisiration fee cannot
be claimed again. Example: meals included in the registration fee must be cluded from the daily meal

..4,..{ i
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recommended. Receipis are reqwred.

F. Laundry Services

Receipts are required.

VUL International Travel

All international fravel must be approved in wriiing by the Campus Head or single designee. prior to departure. -
Reques{-e for enich traval ehnuld ba submittad throuoh a2 nnrgpna_te administrative channels fnnhnr'l‘mnnf Hnnd
Syt

IS TOr such travel should be supmited inr uuull SR i il

IT YT \fimm Chancnllae and D 1 A ol
Dean/Birector, Vice Chancellorand B TOVOsy ang ens

A. Place to be visited and route if other than direct

Purpose of travel
Dates of travel

Source of funds for travel and estimated cost

m ©o O B

-

.8, Department of State rates may be

i

Any special allowances for meals and lodging reimbursemen
authorized upon request

international travelers will be reimbursed at the Tier |V rates for lodging and meals, unless U.S. Department of
State rates are requested and authorized by the Campus Head or his/her ueagnee prion to. depariure.  Hemizaed—
receipts are required for lodging and meals claimed-at the U.8. Depariment of Siate rates. To-accommeoedats. -
the currency conversion, we recommend that expenses are paid using a credit card, and a copy of the credit
card bill reflecting the charge in U.S. dollars be atiached to the Travel Expense Reimbursement Request in lieu

of a daily conversion calculation. For charges paid in cash, a conversion caiculator must be attached.

)

(3

Upon recelpt of wrltieﬂ ]ustm(,atmTr*the* LJTHVSTS[iY"ITTHy approve for empioyees iU‘be rerm eti fora Jv'rof\

[T

International airfares .availabl
contracted travel agency.
is free to either:

1. Book their airfare through the state-contracted travel agency; or A e
2. Utilize one of the options below:

Option 1: iIf an employee decides to seek and finds a lower fare available from a source other than the

state-contracted travel agency, the employee may purchase that ticket without any State approvals if
the cost is at least 30% less than the stato.coanfractad rots 4o ‘k«:_.la‘_’:*f:"gé_;.,rzfi&f———'r’"ﬁ‘“n* of e R

LIy = LD -
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quote must be attached to the Travel Expense Reimbursement Request.

0pti°n 2+ I an amninw gaake and finds 2 lower fare ayvailahle from. g .source other than the siate-
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the daetinatinm pity; the- m’hnuurup most a
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contractad travel anancy and thara ie no contraci rais in
acied Vel 2gency 12 Ingra g No-Ccor 210 100 e 08g!

from the outside source a copy of the proposed itmerary and the complete cost. This information must

Tha ill A
be provided to the stale-contracied-fravel agency for review. The agency' will deforming |

can be matched or beat and, within 24 hours, a response will be provided: - H th

o
1%
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will not be approved. If the travel agency cannoi maicir the price.”fie tfraver agercy wil mdicaiethe— - -~
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itinerary cannot be matched and provide a written statement (1 e. e-mail) for the traveler to make the

outside purchase. This approval must be attached to the Travel Expense Reimbursement Request to
Obtain reimbu onmant nf tha rnet AF tha finkat

DTG, W LE G WunIl W Ue Liviic.

Employees must use caution when purchasing tickets from sources other than thn state.contracted travel
agency, particularly restriciedfares, many efwhich cannst - Th : 5
not be available to help with changes cancellatxons or other needs when a ticket has not been purchased

through their office. #t will be the responsibility of-ths e:":".p!cyee o snsure the- lickset mssis their nesds and fo

make changes, cancellations, etc. afier the ticke'i ig-purchased—Any fees  associated -with- dﬁanges e

o B o i e 1 H o | B e e
canccllations arc alss the responsibility-of the cmpleyse.

When visitors are brought to the Campus with the understanding that travel expenses will ba.reimbursed,.the..... .

following procedure should be used:

A- A ie‘tte ahul’.ﬁu be'addrcssed tG t:—tu \Nafllui pFiC?‘I‘ {UThathr dvpu;tusv .T‘.f-.ni".“.;; iy h..-::’hc.‘ Cf thu NSoT3SI
obtaining receipts, keeping a record of expenses of hisfher irip, and that reimbursement will be made in
accordance with PM-13, University Travel Regulations. Stafe-contracted travel services may be used to

=y LA F= L RLE L =L alley

arrange travel for visitors to the Campus but are not required if the visitors make their own arrangements
from their depariure city.

e ~F
oy

i

B. The University official at whose request the visitor is on the Campus shall be responsible for preparing the
reimbursement request and obtaining the visitor's si .

C. Written authorizafion for reimbursement of travel expenses must be obtained from the Department Head —

1
to or paid on behalf of individuals invited for employment interviews, giving the name of the person, the
of the vacant position, and the amount of reimbursement. Travel expenses may not be paid or reimbursed
to candidates for employment excent for expensas incurred for intarviswe and/or official businege frins.
Local living expenses upon relocation to new domicile are not eligible for reimbursement.

D \F\Irll'}an annraual Af s Masn e ramniirad far raimbiireameant Af avnnanocne far crinarine Aaradiinda ~nd saseisasl
CVHTIISTT dppiUvial U WIe Uedll 15 Tequircd 105 TSimioui SSImicrnl O SApenses 10l SUpchnor giduuailc aria ntsusugr
students being recruited by the University

X. Special Meals

A. Reimbursement desig for
appropriate and in th b ii
who_is not atherwise e_!i.-”-_

another source.

Note: Expenses far_spoii

1. Candidates for employment at the University who are being hosted at g meal by

The number of University personnel participating should be kept to a minimum.

{previously Campus Head) prior to being invited to Campus for an employment interview. - Travel for-the - -
snoLS f 2 ran rlmlaha mo:n' ralen hn ar d‘hnrl—:nrl -Fnr Hﬁm nmnlnuman{- :n#ar\nn\u An annn lal rnnnrf e nrnn:xr.nrl
pouse of 2 car nranarar
by the husiness office :mrl submitied fo the (‘.nmmlc:mnnnr' n‘F Administration of trayel expanses r&airmn irggj ]
title

governmeantal umts business, or industry and individuals providing identn‘led gratmt s rvices o the -
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University. This explicitly does not include norm

representatives.

a i:\(ir:lnrrlln:tr\l situationg. when Inmnrenhf amnin\mar_- ara ran:nrn—' I-..“. theis =1 ey loar b
a 12-hour workday or a 6-hour weekend when such are not normal work:ng hours to meet cruclai
deadlines or to handle emergencies.

4. A Department Head may authorize a special meal within allowable rates to be served-in-cenjunction -
with a working meeting.

B. Reimbursement Limits

1. Reimbursement Limits for *SpeciatiMeats™ areas foliows:

Meal Maximum Allowed

Breakfast $15 per person

Lunch $20 per person

Buffet Dinner Reception - $20 per person

Dinner $35 per person

Refreshments $4.50 per person

Receptions $7 per person

Note: Allowances for refreshments and receptions apply only to expenditures made for the benefit o7 a
group of peeple at a meeting, conference or convention; -allowanecs arc not additional “mcal

G

prowsmns prowded to individuals in travel status.- University employees should be included only io the

extent that thsir- official capacsly would indicate their presence as desirabie {i 5
idepartmeritai in nature).

interdep

2. Agency-hosted Conferences

a) University sponsored conferences - Three {3} competi
meeting rooms, meals and breaks, etc. must be solici fere:
b) Caost of lunch served in.conj .n.ct;e.nr xith State/lniversity-sponsored in-stat
New Orleans billed to the University may not exceed $20, exclusive of tax

y may

¢} CGeost-of lunch served in conjunction with State/University-sponsored New Crleans confersnces,
billed to the University may not exceed $25, exciusive of tax and fip.
d) Conference Lodging Allowances - Lodging rates may not excesd $20 ahove the current listed
routine lodging rates listed for the area in which the conference is being held
3. Group refreshment expenditures for a meeting, conference or convention are limited tc those ingurred
on behalf of the conference or convention and are not eligible reimbursement claims for individual
nar

travelers. Refreshments shall not exceed $4.50 per parson; per-morning-and/or afternoon sessions. A
mandated nrnt_:!t\ r may he added if rafreshmeante are hamn raterad

All special meals must have prior written approval from the Campus Head or a single designee in order (o
be reimbursed.

C.--Regussie ta the Campus Head or a single-desi
of the employee assuming responsibility.

1. Name and title of the employee requesting authority t

[»]
=
8
=
(]
%

1 1K t AT L} _y
such.
2. The nature of the activity and clear justification of the necessity and appropristenass of therequest . . . ..
3. Names, official t‘ues and affitiations of -att-irdividuats for whom-reimbursement o rmeal expenses is -

being requested.

D. Torequest reimbursement, all of the following muet be cubmitted by the authorized employes:

Detailed breakdown of all expenses incurred, with aooreorlate receipf(s). . A
Subtraction of cost of any aicoioiic beverages. e e e e s
Original prior written appreval from-the- Campus Head er singledesignee.- 0 v

Original itemized receipts.

W=
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