VII.   LwD Travel Procedures

           A.  Travel Guidelines

A Travel Authorization form (available from the LwD Program Office) must be submitted as soon as you know that the trip will take place.   The Travel Authorization must have a signature from the Program Office and if another account is being used besides IGERT, an authorized signature from the cognizant office must also be on the form.   The travel authorization also must be signed by the CoSM Business Manager.  Please send the Program Office a copy of the travel authorization before beginning your travel.

If you will require prepayment for any portion of your travel, please fill out the online form Prepaid Expenses (see below) and submit it to the Program Office as soon as possible.  The easiest way to process travel is for you to make all your reservations yourself up front and let the university reimburse you after the travel is complete.  If you find yourself in a situation where you are unable to do this, we can often use the university credit card to purchase the airline tickets and pre-pay hotel reservations and conference fees.  However, the purchase limit on the credit card may preclude its use for a number of simultaneous travelers’ expenses.  

Upon your return you must complete the expense portion of the travel form within 60 days.  Even if your entire trip was paid and you are entitled to no reimbursement you will still need to fill out the form.

Per diem is based on based on prevailing IRS regulations. When overnight travel requires a portion of a day, you can claim reimbursement for meals according to the following allowable rates. Receipts are not required.

· Breakfast $7; must be on authorized travel status prior to 8 am.

· Lunch $10; must be on authorized travel status prior to noon.

· Dinner $18; must be on authorized travel status prior to 5 pm and return after 7 pm.

· The above allowable rates include tax and gratuities.

However, when traveling to a "high cost area," as defined by the Internal Revenue Code, 
Section 274, the following rates can be claimed. Receipts are not required.

· Breakfast $9; must be on authorized travel status prior to 8 am.

· Lunch $11; must be on authorized travel status prior to noon.

· Dinner $23; must be on authorized travel status prior to 5 pm and return after 7 pm.

· The above allowable rates include tax and gratuities.

· The "high cost areas" included in this policy are: Atlanta, GA; Atlantic City, NJ; Baltimore, MD; Boston, MA; Chicago, IL; Denver, CO; Dallas, TX; Detroit, MI; Houston, TX; Indianapolis, IN; Las Vegas, NV; Los Angeles, CA; Nashville, TN; New Orleans, LA; New York City, NY; Newark, NJ; Newport, RI; Orlando and Tampa FL; Philadelphia and Pittsburgh, PA; Phoenix, AZ; Providence, RI; Salt Lake City, UT; San Diego and San Francisco, CA; Seattle, WA; St. Louis, MO; Washington, DC; and, all destinations outside the continental United States.
When meals are included in a conference or in air fare, no reimbursement for those meals will be permitted as part of the per diem rate. 

Expenses incurred for entertainment or alcoholic beverages are considered personal and are not reimbursable.

If traveling by car as of January 2009, the IRA rate is $.55  per mile and reimbursed to only one person per car.   If the travel is under $100 and no overnight lodging, you need to fill out the Monthly Local Travel Expense Log and a Petty Cash Voucher.  Someone in the Program Office will sign the forms and you can then proceed to the Bursar for your reimbursement.   These forms: travel authorization, petty cash voucher and the monthly local travel expense log will be in the filing cabinet in the lab.
B.   Travel Summary Report
The LwD IGERT Program Office requires that within 30 days of your travel, you must prepare a short summary of the highlights of the conference or meeting etc.  This summary provides us information to include in documentation and NSF reporting of the ongoing activities of the LwD program.    

C. Travel Forms

Travel Expense Report forms can be found in the lab or 354 Russ Engineering Center.

Prepaid Expense form can be found at http://www.wright.edu/lwd/IGERTFellowsInformation.html.
For any additional travel questions, WSU Policy and Procedures can be found at www.wright.edu/wrightway/5601.html.  

