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This guide provides a streamlined overview of key travel policies, procedures, and best practices for the traveler while in a travel status. It includes essential information on booking travel, allowable expenses, reimbursement processes, and required documentation. 

While the UND Travel Policy applies to both employees and non-employees, this guidance is focused on employees.

You can review the UND Travel Policy as the primary source for requirements.
Note: This guide does not apply to travel related to teleworking, NCAA-sponsored athletics, University-directed programs through the International Center, or meals and refreshments provided at UND events for employees not in travel status. For guidance on meals and refreshments outside of travel, refer to the UND Meals Policy.

EMPLOYEE TRAVEL
QUICK REFERENCE GUIDE

Traveler Checklist – Know Before You Go
As applicable, based on traveler's itinerary. Review the Traveler Guidelines sections for further information.

Summary
Pre-Travel
· Obtain pre- approval before incurring any expenses. Contact your division/department regarding requirements.
· If approved by the division/department, apply for the P-Card at least 30 days before travel.
· For international travel: Register with UND Risk Management at least 21 days before departure; verify any Export Control requirements at least 10 days before departure. 
· Confirm any accommodations are allowable through Civil Rights & Title IX.

Booking and Payment for Airfare and Lodging
· Utilize P-Card for airfare, lodging, and registration fees when possible.
· Purchase lowest logical price for airfare; changeable/refundable fares allowed; first piece of checked luggage allowed (personal choice upgrades are unallowable).
· Personal days taken in conjunction with university travel must not result in increased university business costs (e.g., higher airfare due to dates chosen to accommodate personal days).
· Lodging is allowed at the GSA rate (in-state of ND) or actual cost (out-of-state or international).

Meals
· Traveler must be away from the workplace 4 or more hours or overnight to claim reimbursement for meal(s).
· P-Card is not allowed for meals.
· Verify per diem rates for destination. Receipts not required to reimburse per diem amounts.
· Meals provided (e.g., conference meals) are not reimbursable.

Transportation
· State Fleet vehicles are required for in-state (ND) travel or obtain supervisor approval for personal vehicle use.
· Rental car use (out-of-state only) through contracted vendors for car rentals.

Reimbursement
· Submit expense reports in PeopleSoft within 60 calendar days of travel ending, or taxes may be withheld from your reimbursement. 
· Receipts are not required for meals as they are reimbursed based upon per diem rates.
· Miscellaneous expenses under $10 (Taxi, Uber, Bus, etc.) do not require a receipt.
Traveler Guidelines 
Before You Travel

General Preparation 
· Travel Status is defined in UND’s Travel Policy.
· Bookmark the UND Travel page.
· If approved by division/department, apply for a UND P-Card to use for travel expenses.
· Meals cannot be purchased with a P-Card.
· If your travel is being coordinated by your department, check whether a P-Card has been preauthorized for the lodging expense at the hotel, or whether you will pay your own lodging and seek reimbursement
· State Fleet vehicles require reservations and authorization and should be used whenever possible for in-state (ND) travel.  
· Personally owned vehicles used for travel require approval by your division/department.
· If using grant funds, ensure all direct charges are allowable, reasonable, and allocable in accordance with the respective federal or non-federal award.

Travel Approval
· Travel
· Pre-approval for overnight travel is required by UND’s Travel Policy and is governed by your division/department.
· Written pre-approval must be attached to all travel reimbursement requests that include an overnight stay.
· International Travel
· Definition of international travel can be found on UND’s Travel Policy.
· Registration with UND Risk Management is required and at least 3 weeks before traveling due to ND Workforce Safety and Insurance (WSI) regulations and travel advisories.  The form must be attached to any travel reimbursement request.
· Review the UND Export Controls International Travel website to determine if   travel presents export control concerns (e.g., equipment/devices or research information/data). The International Travel Questionnaire is required 10 business days prior to travel outside of the United States.


Booking & Paying for Travel Expenses
Registration Fees
· Pay with P-Card or request vendor payment via UND Marketplace.
· Personal payment is reimbursable, if required. 

Air Travel
· Lowest Logical Airfare is required as defined by UND’s Travel Policy 
· Avoid third-party sites (e.g., Expedia, Priceline (e.g., Expedia, Travelocity, etc.)
· Use “Delta EDP” for discounted Delta tickets.
· P-Card is preferred; personal payment is reimbursable.
· Refundable tickets are allowed.
· Seating - Only economy class is reimbursed.  After the economy seat has been purchased, travelers may use their personal funds or personal miles to upgrade seats.
· Main Cabin fares – the standard economy class – is allowable. Refundable/Changeable tickets are recommended. UND does not require travelers to select the more restrictive ‘Basic Economy’ type fares. However, upgrades to ‘Plus’ categories or other higher fare classes are not allowed. Travelers may use personal funds or airline miles for any personal choice upgrades. 
· UND reimburses first checked bag; any additional bags require written justification.
· Reimbursement to travelers for use of personal credits, miles, or other awards is not allowed.
· For canceled trips, review UND’s Travel Policy.

Lodging
· Hotels identified by an external conference or those offering a group booking code should be reserved directly with the hotel.
· Book directly with the hotel.  Avoid third party booking sites (e.g., Expedia, Hotels.com) and sites such as  AirBnB or VRBO.
· When accompanied by a non-eligible traveler (e.g., spouse or companion), reimbursement is limited to the single-room state rate.
· Unallowable incidental charges (e.g., food, alcohol, extra amenities) cannot be charged to a P-Card or reimbursed if paid with personal funds. 
· In-State
· Reimbursed up to the GSA rate for North Dakota.
· Request the state rate. If rate is not available, document attempts to find lodging at the state rate from three different hotels.
· UND is tax exempt within the state of North Dakota, but local lodging taxes may apply.
· Out-of-State
· Reimbursement is based on actual cost for a standard room at a reasonably priced mid-market hotel, whenever possible. The applicable GSA city/state rate still applies. If lodging exceeds the GSA rate, reimbursement will be approved but requires an explanation with the reimbursement request.
· Local, city, and state taxes will apply to lodging in most locations. 


· Shared Lodging
· When sharing a room with another employee, the cost may exceed the state rate, but each employee’s lodging reimbursement cannot exceed the state rate.
· Receipts submitted for reimbursement must include the traveler’s name.
· Pre-authorization may be required when the traveler is not the P-Card holder. For example, if lodging is booked by an authorized P-Card holder on behalf of the traveler.
Vehicle Use
· Employees are to use a State Fleet vehicle for university travel whenever possible.
· Use of State Fleet, leased or rental vehicles is governed by UND’s Use of State, Leased and Rental Vehicles Policy.
· State Fleet
· State Fleet Vehicle use is not free.  Refer to Transportation Services for rates, reservations, vehicle pickup/return, and requirements to drive State Fleet vehicles.
· Personal Vehicle
· Personal vehicles are not covered by the ND Risk Management Fund. The vehicle owner’s insurance is primary and responsible for all claims, deductibles, and premium increases as a result of an accident.
· Approval by supervisor is required by UND’s Travel Policy and is governed by the division/department.
· Mileage will be reimbursed at a rate equal to or less than the U.S. General Services Administration (GSA) mileage rate for privately owned vehicles.
· If travel goes more than 300 miles beyond North Dakota’s borders, reimbursement will be limited.
· Car Rental
· Enterprise Rent-A-Car, National Car Rental, and Hertz are to be used through the states cooperative State of North Dakota vehicle rental agreement. Insurance is included in the contract.  Do not purchase extra insurance. 
· Office of Risk Management & Insurance provide guidelines.
· Receipts are required for P-Card reconciliation, or a reimbursement requests.
During Travel 
Meals
· Traveler must be away from the workplace 4 or more hours or overnight to claim meals.
· Reimbursement is based on per diem rates, not receipts.  
· Division/Department may reimburse meals at a lower rate than UND’s Travel Policy. 
· Per diem rates are determined by quarters within a twenty-four-hour period. 
· In-state (North Dakota) per diem rates are found in UND’s Travel Policy.
· Out-of-state (and international) per diem rates are based upon a percentage of the GSA rate.  The percentages are found in UND’s Travel Policy and the GSA rate is found on the GSA website. 
· International per diem rates are based upon the US Department of State per diem rate.
· Deduct any meals provided (e.g., at a conference).

Miscellaneous Travel Expenses
· UND reimburses business expenses with a receipt, including parking fees (not fines), internet, rental cars, copies, faxes, shipping, and postage.
· With written justification, UND may cover certain business costs such as mandatory service fees, late check-out, business calls, cancellations, currency exchange, and immunizations.
· Shuttle, taxi, Lyft, and Uber fares with tip are allowed for business; receipts are required for charges over $10.

After Travel - Reimbursement of Travel Expenses
General Overview

· Reimbursement requests must clearly demonstrate a business purpose and are subject to audit by UND and external to ensure public funds are used appropriately.
· To receive reimbursement for travel expenses, an Expense Report must be submitted  through PeopleSoft Finance  Expenses  Create Expense Report module.
· Consult your division/department representative for guidance on completing the Expense Report in PeopleSoft Finance
· Submit receipts with your P-Card statement, if applicable.
· If a receipt is missing or illegible, attempt to replace it, even if paid in cash. If that is not possible, complete the Missing Receipt Form on UND Marketplace.
· Refer to UND’s Travel Policy for receipt requirements, cancelled trips and reimbursement.

Receipt or Documentation Requirements 
Airfare
· Receipts must contain the required information outlined in UND’s Travel Policy.
· Itinerary must show departure/arrival locations, dates, class, ticket cost, E-ticket number, and taxes (if applicable) for P-Card statements and travel expense reimbursement requests.
· One checked bag is reimbursed; a second requires written justification (e.g., transporting equipment).
Lodging
· [bookmark: _Hlk206767330]Receipts must contain the required information outlined in UND’s Travel Policy.
· Allowable expenses (e.g., food and miscellaneous expenses) are not allowed on P-Cards.
· Exceptions with written justification include required fees, business calls, cancellations, and some international costs.
· In-State (North Dakota)
· If state-rate lodging was not available, the traveler must document efforts to find it—include hotel names, addresses, contact dates/times, and quoted rates.
· Out-of-State
· If lodging exceeded the GSA rate, reimbursement will be approved (actual cost) but requires an explanation with the reimbursement request in the Expense Report.
Motor Vehicle 
· State Fleet
· Receipts are not required. Billing is completed through internal intra-department transfers within the financial system.
· Privately Owned 
· Receipts are not required. Mileage will be reimbursed at a rate equal to or less than the U.S. General Services Administration (GSA) mileage rate for privately owned vehicles.
· If travel goes more than 300 miles beyond North Dakota’s borders, reimbursement will be limited.
· Car Rental 
· Receipts must contain the required information outlined in UND’s Travel Policy.

Meals
· When a traveler is claiming the per diem amount for meals, individual meal receipts are not required.
· Cannot claim reimbursement for the applicable meal allowance when provided as part of registration.

Miscellaneous Travel Expenses 
· Receipts must contain the required information outlined in UND’s Travel Policy.
· With written justification, UND may cover certain business costs such as mandatory service fees, late check-out, business calls, cancellations, currency exchange, and immunizations.
· If a shuttle, taxi, Lyft, Uber, etc., with tip is over $10, a receipt for each instance is required. It must clearly demonstrate a business purpose and must include departure and destination locations. 





Meal Travel Expense Examples
Meal Reimbursement for 3 Days of In-State Travel (ND)

Assumptions:
The traveler is on official in-state travel for 3 full days. Below is the travel schedule:
· Day 1: Travel began at 6:00 a.m.
· Day 2: Full day of travel
· Day 3: Travel ends at 7:00 p.m.

Per Diem Rates (per Travel Policy:):
· First Quarter (6:00 a.m. – 11:59 a.m.) = $9 (Maximum)
· Second Quarter (12:00 p.m. – 5:59 p.m.) = $14 (Maximum)
· Third Quarter (6:00 p.m. – 12:00 a.m.) = $22 (Maximum)

Daily Reimbursement Breakdown:

Day 1 – Start at 6:00 a.m.
Eligible for all three quarters:
· First Quarter = $9
· Second Quarter = $14
· Third Quarter = $22
· Total for Day 1 = $45

Day 2 – Full Day of Travel
Eligible for all three quarters:
· First Quarter = $9
· Second Quarter = $14
· Third Quarter = $22
· Total for Day 2 = $45

Day 3 – End at 7:00 p.m.
Still eligible for all three quarters (travel ends after dinner period):
· First Quarter = $9
· Second Quarter = $14
· Third Quarter = $22
· Total for Day 3 = $45

Total Meal Reimbursement (Per Diem):
	Day
	Amount

	Day 1
	$45

	Day 2
	$45

	Day 3
	$45

	Total
	$135



Conclusion: For 3 full days of in-state travel in North Dakota, the traveler qualifies for a maximum total meal per diem reimbursement of $135.
Meal Reimbursement for 3 Days of Out-of-State Travel (Atlanta, GA)

Assumptions:
The traveler is on official out-of-state travel to Atlanta, Georgia, for 3 days. Below is the travel schedule:
· Day 1: Travel began at 9:30 a.m.
· Day 2: Full day of travel 
· Day 3: Travel ends at 7:00 p.m.

GSA Per Diem Rate for Meals & Incidental Expenses (M&IE) for Atlanta, Georgia:
· Daily Rate: $86
Quarterly Breakdown (based on % of daily rate per Travel Policy):
· First Quarter (6:00 a.m. – 11:59 a.m.) = 20% of $86 → $17.20 (Maximum) 
· Second Quarter (12:00 p.m. – 5:59 p.m.) = 30% of $86 → $25.80 (Maximum)
· Third Quarter (6:00 p.m. – 12:00 a.m.) = 50% of $86 → $43.00 (Maximum)

Daily Reimbursement Breakdown:

Day 1 – Start at 9:30 a.m.
· First Quarter not eligible (travel began after 7:30 a.m.)
· Second Quarter = $25.80
· Third Quarter = $43.00
· Total for Day 1 = $68.80

Day 2 – Full Day of Travel
Eligible for all three quarters:
· First Quarter = $17.20
· Second Quarter = $25.80
· Third Quarter = $43.00
· Total for Day 2 = $86.00

Day 3 – End at 7:00 p.m.
Eligible for all three quarters (travel ends after dinner period):
· First Quarter = $17.20
· Second Quarter = $25.80
· Third Quarter = $43.00
· Total for Day 3 = $86.00

Total Meal Reimbursement (Per Diem):
	Day
	Amount

	Day 1
	$68.80

	Day 2
	$86.00

	Day 3
	$86.00

	Total
	$240.80



Conclusion: For 3 days of out-of-state travel to Atlanta, Georgia, the traveler qualifies for a maximum total meal per diem reimbursement of $240.80.  *Day 1 first quarter meal is not eligible for meal reimbursement as travel began after 7am.
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