Department Travel Policies

X Travel Request form should be completed and returned to Lisa BEFORE the
date of departure.
X Please complete every field on this form that is known. The form allows Lisa to

create pre-approval report in Chrome River to set aside funds for the travel.
x This will better help estimate expenses for a trip.
x Employee must submit travel receipts to Lisa Moran within 5 business days
of return. If this deadline is not met the employee will be responsibl e for
submitting their own expense report in Chrome River.

Prohibited Reimbursements

X Meals or lodging expenses incurred while



Meals and Lodging

X When using state appropriated funds, state or federal grant funds
employee must claim the actual expenses incurred for meals and lodging not
to exceed the maximum allowable rate for that location (per diem).
Travelers must use the federal rates provided by the U.S. General Services
Administration for both in state and out of state travel. The GSA Per Diem
Rates listing may be found on the Travel website.
https://www.gsa.gov/travel/plan __-book/per -diem -rates

x Forin state travel, if city is not listed, a maximum rate of $98.00 for lodging and
$59.00 for meals must be used. Overages will not be covered by the
department

x For international travel, travelers should use per diem rates for the destination
set by the
U.S. Department of State.


https://www.gsa.gov/travel/plan-book/per-diem-rates
https://aoprals.state.gov/web920/per_diem.asp
https://www.ttuhsc.edu/administration/operating-policies/op79.aspx



https://www.ttuhsc.edu/administration/operating-policies/op79.aspx
https://www.ttuhsc.edu/administration/operating-policies/op79.aspx
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