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   CVM /MBS Dept..              Travel Guidelines
***New Policy (Feb. 2009)***.  All travel on university time, irrespective of funding source, will require the Dean’s advanced approval. Travel that has not received prior authorization will not be reimbursed.  The Dean's approval is for the dates requested. Anything different is not approved. The approval request should include the entire trip. 
Travel Authorization Form (to be completed by employee/host prior to trip)
Form link:  http://www.cvm.ncsu.edu/mbs/AdministrativeFormsLinks.html
1. The required Travel Authorization form is to be completed 3 weeks prior to your trip.
2. For external travelers, use the Non-Employee/Student travel authorization form. This should be completed by the NCSU host  

3. Total the actual and estimated cost for the trip

4. The traveler and PI and/or Sponsor must sign form before submitting to the MBS Office

5. The Travel Authorization must be completed before pre-payment/pre-reimbursement requests are made. (Proper documentation should be submitted along with the travel authorization form 3 weeks prior to trip for pre-payment/pre-reimbursements.)

6. Only original, itemized receipts on are accepted by University Travel Audit.
Acceptable lodging/rental car receipts are: An original, itemized receipt on company letterhead, showing a final total & zero balance; in the traveler’s name & showing method of payment (i.e. last 4 digits of the credit card account number) must be submitted.
For Airfare 
OPTION 1: Once the Travel Authorization has been received in the MBS office, the traveler may call World Travel at 872-4420 to book their flight.  Please have World Travel email the itinerary to Kelly Snyder : kelly_snyder@ncsu.edu to have a small purchase voucher issued to pre-pay the flight.
OPTION 2 : Book your own flight and pay.  To be pre-reimbursed, please provide the flight itinerary & proof of payment, which needs to show your name and the last 4 digits of the account from which the airfare was paid.

For Motor Pool Car
To request a motor pool vehicle or determine availability, you can access the motor pool website at http://www.ncsu.edu/facilities/fac-ops/mp/index.php and complete an Online Reservation form. If no state-owned vehicle is available, a form will be faxed to you certifying that no state-owned vehicle is available. The Motor Pool form must be attached to the travel reimbursement form for you to receive the IRS rate. The full details regarding the mileage reimbursement rates are available online at http://www.fis.ncsu.edu/controller/New_Travel_Policy/TravelPolicyIndex.htm.

Motor Pool will furnish a gas card for you – do not use your personal card for gas.

Rental Cars
Rental car insurance SHOULD NOT be purchased when a car is rented inside the United States. All university employees are covered by the NCSU's insurance. The university will not reimburse travelers for this insurance if it is purchased. Rental car insurance SHOULD be purchased for cars rented outside of the United States. The university will reimburse travelers in this case.

You may claim your gasoline receipts if you use a rental car.
For Conference Registration

 Submit original registration details page, the meeting itinerary (i.e. Program-At-A-Glance) and proof of payment. Proof of payment = original, itemized receipt on company letterhead, showing a final total, a zero balance and method of payment (i.e. in your name and the last 4 digits of the credit card account number). Registrations can be pre-reimbursed to you or pre-paid by small purchase voucher prior to travel.

Meals

All meals will be paid according to the per diem listed on the worksheet.

If phone calls are to be reimbursed, a memo or email will be required explaining briefly who the calls were to and how they were related to university business.

Reimbursement Claim Form  (To be completed by employee/host upon trip return)

1. This required form is to be completed upon return from your trip

2. Form should be signed and dated;  supervisor signature is not required

3. ONLY original, itemized receipts on company letterhead should be submitted for reimbursement

4. Please submit your request for reimbursement within 3 weeks of travel.  It is University policy to reimbursement employees within 30 days of return from the trip.

5. ***To receive the higher mileage rate, you MUST have a statement from the motor pool stating there was not a car available for you, (except for trips within 100 miles (round trip) of your duty station.)  
6. FOR MILEAGE ONLY claims: A mileage log is required which includes the traveler and supervisor signatures; along with the Travel Authorization form.
7. The traveler will be contacted by email to sign off on the web travel document which is generated once the travel claim has been entered into the university web travel system  The web document, once all signatures have been obtained, is sent to Travel Audit on main campus for approval.  

8. Funds are by electronic transfer.  
---------------------------------------------------------------------------------------------------------------------------

***HONORARIUMS OR Payment for Services:  If you will receive an honorarium or payment for services while traveling; please speak to Kelly Gregory Snyder prior to travel.

---------------------------------------------------------------------------------------------------------------------------
For Foreign National visitors:

If International visitor, please provide the following documents dependent upon the VISA type:

· B1 : Passport Issue Page, VISA page, Form I-94 or Passport Stamp
B1/B2: Passport Issue Page, VISA page, Form I-94 or Passport Stamp

· B2: Passport Issue Page, VISA page, Form I-94 or Passport Stamp

· H1B: Passport Issue Page, Current VISA page, Form I-94 , Form I-797

· J1: Passport Issue Page, Current VISA page, Form I-94, Form DS-2019

· WB: Passport Issue Page, Form I-94 or passport stamp

· WT: Passport Issue Page, Form I-94 or passport stamp

If from Mexico/Canada, please provide a copy of your passport.

Or if you hold the following VISA type, please provide:

- TN: Passport Issue Page, Form I-94

For Travel Questions: 
 Please contact:  Kelly Gregory Snyder            
Office phone 513-6453  

EMAIL: kelly_snyder@ncsu.edu or ksnyder2@ncsu.edu                                                       Updated 9/1/09
