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report-template.xlsx. The Special Meal Report will be created by the central administrative office 
responsible for the special meal audit. 

6. Parking at the New Orleans Airport: 
a. Surface Lot - $20/day; Airline Economy Garage - $12/day; US Park - $14/day. Receipts are 

required. 

Also, other key travel reminders: 

1. Christopherson Business Travel (CBT) remains the State of Louisiana contract travel agency and use is 
mandatory for university business travel. Travelers are encouraged to use CBT's Concur Online Booking 
System which is available through myLSU under Travel Resources. The online booking fee is $7, in 
contrast to the agent-assisted service fee at $24. For more information on CBT, please refer to the Travel 
Agency section on the Accounts Payable & Travel website. 

2. Spend authorizations must be fully completed and approved prior to making any travel arrangements. If 
any travel expenses are paid prior to travel authorization approvals, the employee may be at risk of not 
being reimbursed. 

3. International travel to a region with a U.S. Department of State travel advisory or to a foreign adversary 
country is subject to a mandatory prior approval by the Office of Academic Affairs. Refer to FASOP AS-18 
for more details. 

4. Travel to the 48 continental US and District of Colombia is subject to GSA rates for mileage, lodging, and 
meal per diem and incidentals (M&IE). 

5. Travel to foreign countries is subject to U.S. Department of State rates for lodging, and M&IE. 
6. Travel to Alaska, Hawaii and US territories are subject to the M&IE rates as published in PM-13. Refer to 

Appendix A for the rates. 
7. Hotel lodging, including Airbnb, should have only the first night lodging paid to secure the reservation. 

Lodging should not be prepaid in total; payment should be made upon checkout. If the travel is canceled 
for any reason and the total lodging amount was prepaid, only the first night of lodging may be allowed as 
a university expense. The other prepaid lodging days will be the responsibility of the traveler. 

8. Enterprise, National and Hertz remain the in-state and out-of-state travel state contract vendors for rental 
vehicles in which use is mandatory for employees. Use of the contracted vendors is encouraged for non­
employee University students, guests, and contractors. It is at the traveler's discretion which rental 
company is utilized. 
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