Effective March 1st, the University Travel Policy and Travel Voucher form will be updated.  Some of the main updates that you will want to be aware of are:

*New domestic per diem meal method - The University will now follow the U.S. General Services Administration's (GSA) rate by city.

*Business Class Airline Tickets - Available for individual flights of 8 or more hours in duration, with department head approval.

*Moving Allowance Mileage Rate - Effective 1/1/10 $.165 (vs. standard business travel mileage rate of $.50)

*Hotel required deposit payments may now be reimbursed prior to the trip (typically for conference hotels)

*Instructions on Egencia "Flight Price Guarantee" policy

*Clarification on reimbursement of visas, passports, immunizations, etc.

*Rental cars vs. driving personal vehicle when making trips more than 200 miles in distance

*Change in minimum international travel advance request from $750 to $500  

*Coverage in policy relating to airline checked baggage fees

*And several other new updates...... 

Based on the number of changes/updates that were made to the policy, and based on the new travel voucher form that will be introduced to accommodate the new domestic per diem meal method, we will be providing training sessions on the Belknap and HSC Campuses.  This training is very important for University travelers and travel arrangers.

Training at Belknap will be held on Wednesday, February 17th from 10-11am in the SAC, Floyd Theater.  Training at HSC will be held on Wednesday, February 24th from 9-10am in the Medical Instructional Building, room B102.
