Travel Procedurellanual

Revised- Janary ,2025

For additional information and formglease visit the Travel website

For questions, please contact Tmavel Office via email at
ChromeRiver@email.wcu.edu oall ext. 723.

Publishel by: The Office of Purchasig andAccounts Payable
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1.1 Introduction and Scope

1.2 State Policies Regarding Travel: The University's Travel Policies and Procedures Manual is
basedon Section5 of TheStateBudgetManual,whichsetsforth travel policiesandregulations
regarding securing authorization and reimbursement for official state travel expenditures.

The policies and procedures detth in this
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1.4 Responsibilityof Traveler'sSupervisor Approvalauthorizationfor travelis delegatedo
the traveler's supervisoihis individual's approvaidicates that appropriate review of the
cash advance/reimbursement has been made, and the travel conforms to all rules and
regulations and is properly supported with valid documentation and receipts.

1.5 Official State Businesshese policies are intended to apply only to those state employees
or other persons on official state business. Official state business occurs when the State
employee or other person is traveling to attend approvedielated training, work on behalf

of, officiallyrepresent,or provide astate serviceuponthe State'srequest.Travelthat would not
directly benefit the State will not be reimbursable.

Travelguidelinesapplyto all employeesnpon-employeesstudents,or gueststravelingon
university official state business.

1.6 Timely SubmissionTravelreimbursementrequestsshouldbe submittedin ChromeRiver
within 30 days of returnindrom yourtrip. All travel expenses should be itemized by expense
type and date.

Only expenseseimbursableprior to travelare Airfareand Registratiorfees.All other expensesire post
travel.

2.0Chrome River

All university travels processed through Chrome River. Access Chrome River through
travel.wcu.eduor uCt hEDGC % % *E ZE}u Z]A (. Check Requests should not be used for
travel reimbursements.

If you needaccesso ChromeRiveror schedulea
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4.0Travel Status

In-state travel statusbeginswhenthe employeeleavestheir duty stationor home,whicheveris
closer to the destination, until they returriDuty station” is defined as the location where the
employee is assigned. THesignation of an employee's home as the duty station requires the
agency head's approval.

Travelersnusttravel 70 milesround-trip to be reimbursedfor lodgingor meals.

Out-of-statetravel statusbeginswhenthe employeeleavesthe state andremainsin effectuntil

the employee returns to the state.

All international travel must be prapproved by the Vice
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5.0TravelAdvances

Permanenfull-time employeedravelingon state businesavho havenot beenissuedstate
creditcards(T-cards) maybe issuedraveladvancesThismustbe authorizedbythe travel
office, and department head or designe€ravel advances will not be issued to reiate
employees or students{NC OSBM Budget Manual Palicy 5.1.3)

TravelAdvancesreallowedfor AthleticTeamTraveland AthleticRecruiting.

TravelAdvanceequestsmustbe submittedin ChromeRiverandroutedto the travel auditor for
approval at least two weeks prior to the trip.

Travel Advance checks will be mailed or processed by direct deposit.
TravelAdvancepaymentswill be approvedby TravelAuditor no more
than two weeks prior to the departure date.

TravelAdvancesvill not beissuedn Junedueto the yearendclose.

Questionsaabout TravelAdvanceshouldbe directedto the TravelAuditorat
chromeriver@email.wcu.edu.

6.0Meals

6.1 PerDiemMeal RatesWhenastate employeeison official state businesandisin overnight
travel status, the employee may be reimbursed for me®&er diem is only reimbursed at the
current state per diem rates.

Departmentanayreimbursestudents/nonemployees/employeeat apem- b
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6.3 Meal DuringDaily Travel: Tocomplywith IRSegulations breakfastanddinnermealsare no
longer reimbursable for travel that does not involve an overnight stay. Lunch always has not
been reimbursable for travel that does not include an overnight stay.

University employees may not be reimbursed for meals in conjunction with a congress,
conference, assembly, convocation, or meeting, by whatever name called, of the employees
within the University or between employees of the University and other state departments,
institutions,or agenciego discusdssuegelatingto the employee'shormalday-to-daybusiness

activities.

Detailsrelatedto currentMeal and Lodging rates, arelisted below.

Description In-State Out-of-State Comment
Out-of-Country
Breakfas{Departurepriorto 6:00am, $10.10 $10.10 Must extendthe workday2 hours
Return after 10:00am)
Lunch(Departpriorto 12:00pmReturn ~ $13.30 $13.30

after 2:00pm)
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Thefollowingdetailsmustbe providedregardinglodging:

X Thenameé& addres®f the selleror supplier
x Receipfor proofof payment. Mustinclude:

X

X
X
X

X X

Roomcharge

Lengthof stay

Taxesandfees

Nameon card(cardholdemustmatchthe nameonthe
reimbursement)

Last4 digitsof cardnumber

Dateof transaction

Balancepaidin full

Detailsrelatedto current
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8.0
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Thefollowingdetailsmustbe providedregardinghe
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11.0Conferences

11.1Internal Conferencestnternalconferencesnvolvethe attendanceof employeeswithin the
University only. A routine staff meeting is not an internal conference

11.1aRequirementsandLimitationsareas
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12.0International Travel
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14.0Non-StateEmployeesTravel

Nonstateemployeedravelingon official state businessvhoseexpensesire paidby the
University are subject to these policies and procedures, including statutory subsistence
allowances, to the same extent as university employees.

Notraveladvancewill be madeto nonstateemployeesTravelexpensegor membersof anon
employee's family are not reimbursable by the University.

15.0CandidateTravel

The appropriate Vic€hancellor may approve reimbursement of certain expenses of
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https://www.irs.gov/pub/irs-pdf/p5137.pdf



